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W scx you look at Stapling Machines, see 
NEVA-CLOG Stapling Pliers FIRST. It may be that 
you do not know the many advantages of using 
Stapling Pliers for any or all stapling functions. 


You may not know that Stapling Pliers save so 
much time in vertical filing. You may not know 
that Stapling Pliers fasten as quickly and easily 


2. i. : ean - as any other type machine, with the plus advan- 
Aes : ia tage of being portable, and more easily handled. 
ie ae ' a Pliers fit snugly in desk drawers or pocket, or lay 
ae ‘Wigs, Sele = 


MODEL J-30 STAPLING PLIER $3.00 out of the way on desk corner or shelf. 


See NEVA-CLOG FIRST—and you have a 
ae " Le greater opportunity of selecting the devices MOST 
2 4 . suitable for your use. If you insist on a desk type 
7 | machine the selection is still yours. 


a MODEL S-100 STAPLING PLIER $4.50 agua wuunpertudinaabnapeumbess 
i... many machines are used for production jobs and 


use staples by the thousands every day. They 
insist on genuine NEVA-CLOG Staples because: 


NEVA-CLOG Staples are made accurately and 
with greatest care: and sharpened, so that they 
easily pierce any material without tearing it. 
Recommended for production work as breakage 
and consequent loss are reduced to minimum. 


For further information use Quickmail Coupon 
No. 27. 


NEVACLOG PRODUCTS, Inc. 


BRIDGEPORT, CONN. 
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There is a striking analogy between the ex- 4 
acting methods of uniform coating and impreg- : 
nation that characterize both Certain-teed Roof- - 
ing Products and Columbia Carbon Papers. Bc F 


COLUMBIA RIBBON & CARBON Striking too, is the job that Columbia Ribbons 
MANUFACTURING CO., INC. and Carbons can do in your office. You too, will 

Main Office and Factory: Glen Cove, L. I., N. Y. be just as gratified as Certain-teed! For all of 
New York Sales and Export 58-64 West 40th St. 


Kansas City, Mo., Dwight Bldg. 
Factories: London, England; Sydney, Australia Columbia or use QUICKMAIL COUPON No. z % : < 
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your regular and special requirements, call on 


OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Ccntrollers, Office Managers 
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First with all the 
good new ideas! 


*FIRST « 


Threadline lead — still the 
strongest, smoothest after 
three years of attempts to 
imitate. 


* FIRST «is, 


real value 49¢ Threadliner — 
America's leader in its class 


* FIRST ws 


Penetella—style leader in 
dollar pens and a super 
smooth writer too! 


* FIRST is, 


amazing VIEWPOINT tip— 
extends, protects Threadline Lead — 
makes VIEWPOINT the sharpest 


TO ANSWER THIS AD 
mechanical pencil in the world. 


Use QUICKMAIL 


* FIRST vm 2 | COUPON wo fl 


a real Industrial Thinliner. — 


Low enough in cost for mass ae pay roti 
office use, highest in quality. Subsidiary of Joseph Dison Crucible Co. 


OFFICE EQUIPMENT DIGEST 


February, 1941 
For Purchasing Agents, Controllers, Office Managers 
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a brilliant new sheet z | ‘ 
B fof classic beauty! | 


% Hf The climax of a lifetime’s skill and ex- 
perience... DAWN is brilliantly differ- 
ent from any carbon paper you have 
ever seen. Coated by a vastly im- 
proved process that gives copies 


® @ sparkling clarity of impression, DAWN 
is the very ultra of 

5 smartness, durabili- 
ty and lasting econ- 

b. omy. Easily identi- 
fied by its classic 
appearance. 

-) SECRETARIES .... 

a try DAWN, then see if 


you can go back to an 
inferior brand. 


Write for descriptive data, 
samples and prices. 


DEALERS . . . . DAWN is the gold- 
en key that opens locked doors 
where you never before had 


TO ‘ANSWER THIS AD 


Use QUICKMAIL 
COUPON no 


access. 
Ribbon C..One. ; 
J Carbon OLD TOWN PURE SILK 
MANUFACTURERS the aristocrat of the rib- 
. 750 PACIFIC STREET, BROOKLYN, N. Y. bon family and a won- 
59 East Van Buren Street . . Chicago derful office companion 


788 Mission Street . . . San Francisco for DAWN carbon. 
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You Got Greater Capacity in | + 
Les Space With These New | Thectoage't 
BINDERS FOR HOUSING SHEETS 9 “7°” “ 
<a iA G@ 
“'GLIDEARCH 
BINDER 


A STANDARD 
BOORUM & PEASE PRODUCT 


Sfanadara 
BOORUM (i) & PEASE 


G-L-I-D-E-A-R-C-H BINDERS 


The extra efficiency of this line of extra-capacity binders is 
the result of a radical departure in ring design. In ordinary 
covers, made with round rings, there is a tendency for 


COMPARE! 


sheets to “jam up” on the rings when the binder is being THE GLIDEARCH BING 

closed. This objectionable feature is eliminated by the ] 

“GlideArch” ring, which permits sheets to “ride” up the arc Sheets Ride Stronger 

of the exclusive arched ring as the covers are closing. tothe: Cente eee Arches 
nstea er 

Sheets positively cannot crowd between covers and rings — Up and Great 

—nor can they catch or bind on the rings—which eliminates —_ — 

punch hole tearing. tension. 

“GlideArch” Binders provide from 20% to 66 2/3% more Leads” 

capacity than ordinary ring books—yet, thanks to the arched 

ring construction, the backbone of these covers is no wider 

than that of covers holding fewer sheets. iia 

A simple automatic slide booster opens, locks open, closes Thronghost 

and locks closed the rings. “GlideArch” binders are made ante “fliminated 


in 4 capacities: 1”, 142”, 2” and 212”. 


General Offices: 84 Hudson Ave., Brooklyn, N. Y. 


BOSTON ST. LOUIS CHICAGO 
29 Otis Street 115 S. 8th Street 538 S. Wells Street 


VIsSiT OUR NEW YORK DISPLAY ROOMS AT 349 BROADWAY 


To answer the above ad use QUICKMAIL COUPON No. 20 February, 194! 
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MASONITE 


SOLD BY LUMBER DEALERS EVERYWHERE 


Masonite Corporation maintains an efficient engineering department 
that will be glad to consult with you FREE OF CHARGE at any time. CITY. 


THE WONDER 


February, 1941] 


A __m&» 
MASONITE 


e086. © & wat, Orn. 


Ix THESE DAYS when business routine 
must be speeded up, the modern office 
requires modern equipment. That’s 
why Presdwood*—a Masonite* hard- 
board—is being used by leading man- 
ufacturers of office accessories. 

Here’s what J. S. Sprott, President 
of the Globe-Wernicke Co., of Cincin- 
nati, says about this remarkably ver- 
satile wood-fibre material: 


“Through the use of Masonite Presd- 
wood we are able to offer our customers 
some improved products that give un- 
usually good service. This material is 
tough, hard tempered, light in weight 
and impervious to moisture. 

“Experience has shown that Masonite 
provides an excellent writing surface for 


“TRADE-MARK REG. U. S. PAT. OFF. “MASONITE” IDENTIFIES ALL PRODUCTS MARKETED BY MASONITE CORPORATION 
COPYRIGHT 1941, MASONITE CORPORATION 


MASONITE CORPORATION, Dept. GO-2, 111 W. Washington St., Chicago, Ill. 


Please send me a FREE sample and full details about Masonite Presdwood. 
(if you live in Canada, write Masonite Compony of Canada, Ltd., Gatineau, Quebec) 


NAME AND FIRM 


lapboards, clipboards and arch boards, 
and is often used for custom-built counter 
tops. We find it very satisfactory for our 
desk-chair mats as it has a hard, smooth- 
rolling surface for chair casters and pro- 
tects floors and floor coverings from 
damage. 

“‘We also use Masonite in special prod- 
ucts from time to time and are frequently 
finding new uses for it.” 


You, too, can find a wide variety of 
uses for Presdwood. It’s durable, eco- 
nomical, takes any type of finish, and 
will not warp, chip or split when prop- 
erly applied. 

We will be glad to send you a free 
sample and complete details about this 
modern material. Mail coupon below. 


STATE 


WOOD OF A 


THOUSAND 


Mail the above Coupon or use QUICKMAIL COUPON No. 12 


USES 
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c good ways 
to save money in your office 


— Numbering Machine 


The acknowledged leader 
throughout the civilized 


world for —_ one -_— 


Makes its own staples, 
5,000 in one loading. Can’ t 


Lay flat, bind tight. No - ag ronda 
Be sharp edges. Positive slide filler. Silent rubber base. 
Go. locks.Lower cost. Profitable. 


: Feeds, inserts and crimps Easiest action, larger 
eyelets in one instantane- pe waste container. Compact, 
ous automatic operation. — Lower a 


Bates Dialist 
like a phone. The cover 


ase 
Cle Mew) Fe ag 3 ee 
° . a: me = ou 
aor es a oe RAG ae 


SR es Lee Ree 


You can get Bates Products at all good stationers or stamp 
dealers. They are all of high quality, backed by a company 
that has been the leader in its field for over fifty years. 


Bates wity produc: 


To answer the above ad use QUICKMAIL COUPON No. 36 
February, 1941 
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The revolutionary 


New Low Desk 


. 


Only 29 inches high! 


by SHaw-WaALKER 


The Height of Comfort! 


Just sit down at this new low 
desk. Immediately you feel the 
tremendous difference. You’re 
on top of your job...with greater 
comfort, better vision, longer 
reach. You sense instantly that 
Shaw-Walker have truly found 
the “The Height of Comfort”! 


This new Shaw- Walker creation 
is built of sleek'steel and gleam- 
ing plastics. Every edge and cor- 
ner is ivory-smooth. From deck 
to floor it’s a modern beauty. 
Available in three different 
models and many sizes. Priced 
from $50 to $300. 


GHAW-WALKER 


New Low Desk 


Made in Three Styles 


Standard (Leg) Desks 
350.75 to $90.25 


Island Base Desks 
$56.75 to $93.00 


Luxury Desks 
$175.00 # $300.00 


, “Built Like a 
@& Skyscraper” 


MUSKEGON, MICHIGAN 


Write for a copy of the 1941 OFFICE GUIDE 
... 436 pages of office helps. 


February, 1941 To answer the above ad use QUICKMAIL COUPON No. 9 
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ie mans yee, 


BURNS COPYHOLDERS Have All Seven 
Important Features — Sell For Only $15 


NON-SLIP HOLDER 


Count them—the seven important 


ADJUSTABLE features that make the Burns Copy- 
GUIDE BAR holder unsurpassed in quality = 
performance. Only in price does 
CONSTRUCTION the Burns Copyholder differ mate 
rially from expensive copyholders, 
BLACK SATIN 
FINISH 


ma? 2 Ssh. It’s easy to see why these copy- 
SINGLE, DOUBLE, 2 : te holders are the choice of alert office 
OR TRIPLE SPACING ra mes managers, stenographers and typ- 
ists throughout the land. Top 


FINGERTIP quality and moderate prices are an 
LINE-GUIDE unbeatable combination. 
FIRM, NON-SKID CONTROL 
oe —> < Other Burns models sell for as 


little as $3.00. Send € JICKMAIL 
COUPON No. 11 today for details. 


BURNS OUEICE speciaumes 


American Automatic Electric Sales Company 
1033 W. Van Buren St., Chicago, Ill. 


TELEPHONE BRACKETS @ COPYHOLDERS @ GOOSENECK LAMPS @ CHAIR AND DESK PADS 


HERE ARE THE CARBONS AND RIBBONS 
THAT HAVE KEPT “Storms’’ ON TOP FOR 50 YEARS 


Ask your Dealer to show you “The Complete Line” For Every Purpose and Every Pocketbook 


CARBON CARBON INKED 


CLEANGRIP PAPERS ROLLS RIBBONS 
CARBON PAPER — itn ee 


Whitedge Billing Rolls for Elliott- | Stormtex Cotton 
Its efficiency, cleanliness, long wear and RESIS- Clean Pull Fisher Machines Ouse 
TANCE TO CURL make it the carbon paper pre- i a a American 
ferred by busy users. aii he al Rettenes 
Cleangrip combines all the desirable features of on Tally Rolls Ribbons for Address- 


good carbon papers plus the highly important = ograph-Multigraph 


special features possessed by no others. weights and |e ee elicit chines | SPeedaumat 


finishes Special Rolls Dupligraph, etc., ete. 


To answer this ad use QUICKMAIL COUPON No. 19 


H. M. STORMS COMPANY 


Makers of “The Complete Line” of Carbon Papers and Inked Ribbons 
561 GRAND AVE. BROOKLYN, N. Y. 


OFFICE EQUIPMENT DIGEST 


February, 1941 
For Purchasing Agents, Controllers, Office Managers 
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manile 


RODUCT 
EE >Oy SHEET FROTECTORS 


_f yer! it's THE ) FOR LOOSE LEAF BINDERS 
RIGHT THICKNESS 


YOU GET 


: = THIS BLACK 
IT'S FLEXIBLE >d © BrHoto moun 
Ae NSP eae Gee 
) ‘g BACKGROUND 
TRANSPARENT, 7 RING BINDERS. USE OR MOUNT- 
: : MADE IN ALL ING PHOTOS ETC. 
STANDARD SIZES ) 


THIS WHITE 
SHEET IS FOR 
BACKGROUND 
USE OR TYPING 


PUT THESE FEATURES 
TOGETHER AND YOUVE GOT THE 
FACTS...A BETTER PROTECTOR 
YET PRICED THE SAME AS OTHERS 


These modern sheet protectors put life and contrast into ring binders, affording complete 

protection against soiling, dog-eared corners, shop-worn appearance and tearing out of 

ve pages. Re-check the features our “little men’ are pointing out. You'll find over a dozen 

IT'S CRYSTAL : vital points that guarantee a better protector. For this latest addition to the fast growing 
CLEAR-woNn'T (=> Justrite line you pay no premium. Justrite “Crystal Clear’ Sheet Protectors are priced the 
DISCOLOR OR same as ordinary transparent envelopes. Available in all the standard ring binder sizes and 
TURN BRITTLE come punched to fit both 3 and 7 rings. You are assured fresh, clean protectors as each set 

WITH AGE is sold in a glassine envelope. 


FOR COUNTLESS USES 


such as protecting inserted sheets of sales manuals, price lists, photographs, documents, 

valuable papers, testimonial letters, sales presentations, surveys, autographs, sketches, stamp . 

collections, samples, sales data, specifications, legal papers, swatches, catalog pages, advertise- 
@ MADE BY THE MANUFACTURERS ments, instructions and other material going into ring binders. 


OF THE MOST COMPLETE LINE 
OF MARKING DEVICES IN AMERICA 


> 60ISs MELIND CO. > 


39 Cortlandt St. |§ 362 W. Chicago 593 Market St. 


@ ORDER TODAY 
FROM YOUR SOURCE 


NEWYORK CITY = CHICAGO = =— SAN FRANCISCO OF SUPPLY 


To answer the above ad use QUICKMAIL COUPON No. 21 
February, 194] 


i te lll lg I 0 le 
™ V a. 
, \ nn Of 
m BY i 
py: : 
nd | 
Des 
ite- 
TS. ee te 
7 WOO.) _ _ 
fe : ° } | 
a al _— j 
IL, 
ils. ; 
Ms = : | 
CORRECT IN fi, oo O | : 
SIZE - NO = Ke . fo) od e i“ q 
BULGING / Na KB F 4 
H / a yee # 
or i} / IT'S vA “ e \. 
| Fax Hf /// GREASE -) '\\ y BB 
} | // PROOF } O| @., \ \ 
{| LLL 493) =) =z r 
f . } e = 4 F 
. l/ ty 4 C Y | GREASE | . ; i" 
rh °, n iyi 
} ) B/ SEALY) 
iil A ———————— F 
1941 BY ‘ q 


£ 


ois Dame as 


tea Se ee BY 


eee 
Pe 


DefemsOES'YOUR"FIGURING KEEP PACE. 


‘e ral Staple cs or oo ea 1d Picks | » Mome 
rl RN ae Highest 
| Since Last Ju 


poTrense Prog 


AY BUSINESS SPEED? : 


tional Defense P; To August, 140 


# nud Bai 


Opre: 


set 


| 
Capita |, “otal Jobs Highest uw 


Eli minate " Bottleneck is Get, 4 


mins ail Deli li 
\ ‘Business .¢ pen ve 


Accuracy whith the:Only id 


* | Ouipet in Four 


ines ale L ulator that PRINTS * : 


Hee Gut cies nl - En Rex Produt 


@ THESE are the days when every busi- 
nessman can eliminate “figure-bottle- 
necks” by using the Remington Rand 
Printing Calculator. Retailers use it to 
figure mark-ups. Wholesalers use it to 
compute discounts. Manufacturers use it 
on estimates, payrolls, invoice checking, 
costs, inventory, depreciation. For every 
figuring requirement, general or special- 
ized, the Printing Calculator fills the bill. 


Why ? Because it’s the ONLY complete, all 
purpose figuring machine. . . addition, 
subtraction, multiplication, AUTOMATIC 
direct division .. . with PRINTED PROOF 
of every problem. It’s compact, rugged, 
light-weight. Get acquainted with it— let 
us bring it to your office... today! Let it 
show you, on your own work, the time 
and effort and money it can save. Rem- 
ington Rand Inc., Buffalo, New York. In 
Canada: Remington Rand Ltd., Toronto. 


. Adding, Calculating, Bookkeeping, Punched-Card 
Accounting Machines .. . Kardex Visible Systems, Record Protection, Filing Methods and Equipment, 
Loose-Leaf Devices . . . Photographic Records Equipment . . . and other Precision Products including the 
ATT a elddt lite = famous Remington Rand Dual Close-Shaver — Dealers, Sales and Service Offices in 517 Cities. 


To answer the above ad use QUICKMAIL COUPON No. 8 
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Printing Calculator | 


Noiseless, Standard, Portable Typewriters . 


February, 1944 
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till the Most Popular Desk Line 
The Security “Standard” 
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Double 
Pedestal 
Secretarial 
Desk 


Security Desks meet 
U. S. Government speci- 
fications. A wide range 
of models available em- 
bracing every office 
need. 


Clerical Desk 


SECURITY desks and tables combine the strength and utility of steel with a beauty 
of design that sets a “New High” in modern office equipment. At moderate cost, 
the newest in fine office furniture can be purchased with the knowledge that, after 
many years of daily service, the desks will maintain their smooth operation—their 
permanent beauty—and the built-in value that protects the initial investment. 


Single 
Pedestal 
Typewriter 
Desk 


The past few years have witnessed wide acceptance of Security desks by those 
who are qualified to judge—and who seldom overlook the benefits of well-built 
equipment. 


Send Quickmail Coupon No. 3 for complete catalogue describing the various lines, 
including desks, tables, filing equipment, storage cabinets, bookcases, section equip- 
ment, shelving, etc. 


Security Steel Equipment Corp. 
Avenel New Jersey 
Our planit—specializing in Steel Office Furniture 


Calculating 
Machine Desk 
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Sains ni. 


Caution ! 


IS THE WATCHWORD 


For Safety—use V. P. D. Identification and Pass Cases—your 
employees are easily identified at all times. V. P. D. card cases 
are made of crystal clear cellulose in heavy clear stock. Made 
in 5 popular sizes, all transparent, open, two ends and closed 
two long sides. Also made in colored acetate edges of black 
—red—green. Write for samples and prices to our Special 
Order Department. 


We Also Make V. P. D. Transparent Products For 


Shop Tickets Hospital Charts Magazine and 

Tag Holders Repair Charts Book Covers 
Record Holders Mapholders Desk Tops 

Pass Cases Document Holders Menu Covers 
Envelopes Pocket Cases Ring Book Envelopes 
Auto Licenses Presentation Books Factory Notices 


Vv VISIBLE Vv 
P PROTECTED P 
D DISPLAY D 


JOSHUA MEIER, INC. 


36 East 10th Street New York, N. Y. 


National Defense Program 
Creates Many Diversified 
Uses 


V. P. D. 
TRANSPARENT CASES 


such as 


Identification Card Cases 
Pass Cases 

Document Holders 
Factory Notices 

Pocket Cases 

Shop Tickets 

Auto Licenses, etc. 
Popular Sizes 


Plain or Colored Acetate Edges 
Black—Red—Green 


Write our special order department 
today for latest catalog suggesting vari- 


ous uses for V. P. D. products. 


TC ANSWER THIS AD 


Use QUICKMAIL 
COUPON woffa 


OFFICE EQUIPMENT DIGEST 


For Purchasing Agents, Controllers, Office Managers 


February, 1941 
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TYPEWRITER DIVISION 


UNDERWOOD ELLIOTT FISHER COMPANY 
ONE PARK AVENUE, NEW YORK, N. Y. 


To answer the above ad use QUICKMAIL COUPON No. 1 


2 ae in a aa an 
: cs od aa —e i ee 
. 
ed No more ragged rignt margins qgnis new ; t: 
ynaerwoot Master Typewriter equippet with she Bs — 
quromatic Right Margin Justifyiré Device evens :e ve a 
+ne rignt margin vy expandiné or condensing a - Ae ie x 
5 jine at the will of the typist: with the rignt — ioe Se Se ae 9 
mareiD justified: tne original copy for any tae sage ee S 7 cil 
reproduction application nas the ginisned» well a7 ae Be ' : 
paranced appearanc® of type-set work. oe a a : 
ie a ; % 
The expanding of short lines ana the con- 1 ee ie = 
aensin& of 10ne Lines», is spread over four a : 
qnches » ana the airrerenc® in character spacing 4 
js not aetectarle- The result is @ pieasinely 
spaced original copys 
This ynaerwood model equippeé with the new oT a 
automatic Right Margin Justifyine Device is eo ee _ 
not only confined to this kind of work- It is GG Fi oe = 
a + orresponden’t cypewriter and may pe used OD “4 ie 
; jnstantly for reguier aaily office work. 4 / C. gq ‘ 
This machine may also ve equipped with H 7, = a 
another Sut standing ynaerwoos features +ne MW, a _ 
| auromatic weroKe COntro’.s weich .controt® the A RG. IN. S 
¥ force of each typinés stroke and gives even, S a 
¢ yniform type jmpressions on master copy regara- oe es 4 
e Less of the yneven ,ouch of the typist. ek oe ea . 
: qnis model is availadle sn various car- Pig ae ie “a % 
riage widths» and & variety of type styles: =< yo F 
Also; 4% may pe equippet with & carbon paper . Pe = = $ 
ribbon which feeds prmpomatical)Y: giving a : is 7 es ¥ 
clear, clean, plack type jmpressio™ on master a oe oo = 
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THE RIGHT CHAIR AT THE RIGHT PRICE 


who buy with an eye to the 
future have learned to depend 
upon JASPER CHAIR CO. 
products for the right chair at 
the right price. The line in- 
cludes every type of chair for 
executive or commercial office 
use . . . school and institution. 
A wide price range, but every 
chair a quality product in its 
particular grade. You can 
satisfy every requirement you 
have in mind. 


Look for this trademark of 
the JASPER CHAIR COM.- 
PANY. It is your guarantee 
of good quality at moderate 
price. This most complete 
line includes leather uphol- 
stered executive, secretarial 
and general office chairs. 


For further information use 
Quickmail Coupon No. 22. 


JASPER, IND. 


No. 9 
Tablet Arm Chair 


JASPER CHAIR CO. 


RAPID LOCK - PROGRESS - STALOK 


(attached Knob Lock) (Key Lock) (Top Lock) 


have meant the Highest Quality in 
Sectional Post Binders. . . 


Insist on these longer-life binders 
with their “year in and year out” 
dependability . . . 


See Le ean eee ee 


You will be pleased with their real 
economy... 


FAULTLESs 


POST BINDERS 
send QUICKMAIL 


—are sold by all better dealers. COUPON No. 30. 


STATIONERS LOOSE LEAF CO., Milwaukee 
“FAULTLESS QUALITY means made a little better than necessary” 


For further information 


OFFICE EQUIPMENT DIGEST 


February, 1941 
For Purchasing Agents, Controllers, Office Managers 
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WORLD’S FINEST TYPEWRITER! 


1 All Crackle 
Enamel with New Style Silver 
Transfers. 
2 Speed Margin—Visible, Self- 
locking, Fastest Setting and 
() Most Dependable Margin De- 
vice on any Typewriter. 
3 Five Key Decimal Tabulator. 
4 Exclusive, New Style Green 
For true economy in typewriters it’s . . . — van Front 
“Top Grade Underwood” the 100% rebuilt 5 New Style Cushion Feet with 


famous model No. 6 series over 4 gh ae Bi 
ver 4,000,000. 6 New Style Cylinder Knobs, 


Famous Model i . \ ~J A tena 3 : 
: Ira. out in eye appeal and mechanical R 4 Cylind 4 
ME .* eo , perfection —_— 


4,000,000 with 5 , ‘ ot SS ia 7 Individual Key Action Con- 


key decimal tabu- Sa Ne Poe. H is t , : : trol. 
y j i ae ere is the world’s leading typewriter & Eye-Ease Keyboard. 


lator, Pica or Elite — ale .28 8 “UNDERWOOD,” completely rebuilt b 
7 7 [2 - : a a a ee : y 9 Pri T Sealed to Each 
Type, 10” or 11”. a , + ; Wholesale, the only authorized Underwood Machine Guarantees Your 
; . << rebuilders, offered to you at a price that Profit. 


‘ : 10 Produced by the 
sets a new record in typewriter values! Builders of the 


Office Managers are urged to check their a1) Al 
equipment at once for values such as these : 


BRANCH OFFICES call for immediate action. 
' TO ANSWER THIS AD 


Boston, Mass.. 113 ; Use the Quickmail Coupon for complete Use QUICKMAIL 


Chicago, IN, 564 W. t ” data and prices ——-» Fadil voll 


Los Angeles, Calif., 440 
So. Spring St. 


jestavette. Bivd. a 
Seattle, Wash., 909 Sec- FACTORY TAGGED 


a an i The Wholesale Typewriter Company 


a» 3. ry 155 SIXTH AVENUE NEW YORK, N. Y. 


San_ Francisco, 
779 Mission St. 
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Use 
QUICH MATL 
REPLY COUPONS 


TO ANSWER ADVERTISEMENTS 


a 
rs 
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’ 
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Ofer Your Feb. Ad 


OFFICE EQUIPMENT DIGEST obtained exclusive rights for the office 
equipment and stationery field to the Quickmail Coupon System—a patented 


6 
v 
c 
* 
” 


new inquiry system which saves hours of time for readers in answering advertise- 5% 
ments and securing information about merchandise. i 


THE QUICKMAIL COUPON SYSTEM brings you these advantages:— 


“es Ss 


Only 1 minute plus 1c to make an inquiry. 


Brings you the latest information. 


Send Details Per 
eee © hn i.” 


Identifies the source of your inquiry. 
Gives you a pre-addressed, gummed mailing label ready for use. 


PWN > 


SIMPLE TO USE: 


Stick the coupon on the stamp 
side of a postal card, write your 
firm name and address on the 
back and mail. You may also 


y5E ss CKMA - 


cour en NONO d : iy a8 iA — = stick the coupon on your letter- 
Ss ’ = _ * Chhigng head, sign your name and title, 


and Details Per 


and mail in your own envelope; 


" ; 4 = : or stick the coupon on your 
The New Ad 7 T e New Be) . envelope and enclose your in- 
Technique aE a om e a quiry or order for specific mer- 


chandise 
QUICKMAIL brings you the information or merchandise you desire 


with ease and speed. If you want any information not mentioned 
in this advertisement, just specify it on your inquiry. 


Use The Quichmail Coupons Opposite This Page 
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Underwood Elliott 
Fisher Co. 
| Park Ave. 
New York 
ae 


Joshua Meier, Inc. 
36 East !Oth St. 
New York, N. Y. 


Shaw-Walker Co. 
Muskegon, 
Michigan 


The H. C. Cook Co. 
18 Beaver St. 
Ansonia, Conn. 


Quality Park 
Envelope Co. 
11-116 Mdse. Mart 
Chicago, Ill. 


Lovis Melind Co. 
362 W. Chicago 
Ave. 


Chicago, Ill. 


The Victor Safe 
& Equipment Co., 
Inc. 

North Tonawanda, 


Acco Products, Ine. 
39th Ave. & 24th St. 
Long Island City, 
N. Y. 


Lutz & Sheinkman, 
Inc. 
421 Hudson St. 
ew York, N. Y. 


Standard Record 


Co. 
104 S. 4th St. 
Brooklyn, N. Y. 


American Map 
Co., Inc. 

16 East 42nd St. 
ew York, N.Y. 


Universal Office 
wipment Co., Ine. 
561 Broadway 
New York, N. Y. 


Olfice Equipment Dige 


"% 


Send Details Per 
Offer Your Feb. Ad 


R‘S GEYER 
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Offer Your Feb. Ad 


Digest Office Equipment Digest 


Send Details Per 


GEYER'S GEYE 


Send Details Per 
Offer Your Feb. Ad 


Olfice Equipment Digest Office Equipment 


R‘'S GEYER’S 


Send Details Per 
Offer Your Feb. Ad 


Olfice Equipment Digest 


Offer Your Feb. Ad 


R‘S GEYER’S GEYE 
Office Equipment Digest 
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Offer Your Feb. Ad 


R’'S GEYER’S GEYE 


Ollice Equipment Digest 
Send Details Per 
Offer Your Feb. Ad 


Ollice Equipment Digest 
Send Details Per 
Offer Your Feb. Ad 


R'S GEYER'S GEYE 


Oflice Equipment Digest 
Send Details Per 
Offer Your Feb. Ad 


R'S GEYE 


—¢ Equip nent Digest 
fer Your Feb. Ad 


TE 


Columbia Ribbon & 
Carbon Mfg. 
Co., Inc. 
Glen Cove, . 
mn A 


The General 
Fireproofing Co. 
Youngstown, Ohio 


Wm. Schollhorn Co. 


New Haven, Conn. 


Vita Specialties Co. 
693-7 Broadway 
New York, N. Y. 


Rockwell-Barnes Co. 
1525 West 38th St. 
Chicago, Ill. 


Jasper Chair Co. 
Jasper, Ind. 


Metal Specialties 
Mfg. Co. 
3202 Carroll Ave. 
Chicago, Ill. 


Stationers Loose 
Leaf Co. 
524 N. Broadway 
Milwaukee, Wis. 


Codo Mfg. Corp. 
509 S. Franklin St. 
Chicago, Ill. 


Charles Doppelt 
& Co. 
412 N. Orleans St. 
Chicago, Ill. 


Dictating Machine 
& Record Corp. 
156 East 42nd St. 

ew York, N. Y. 


Metal Specialties 
Mfg. Co. 
3200 Carroll Ave. 
Chicago, Ill. 


Ollice Equipment Dig: 
Send Details Per 
Offer Your Feb. Ad 
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Equipment Digest Office Equipment Digest 


ler Your Feb. Ad 
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Digest Office Equipment Digest Office 
Offer Your Feb. Ad 


R‘S GEYER 


Offer Your Feb. Ad 
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Office Equipment Digest Office Equipment Digest Office Equipment 
Offer Your Feb. Ad 


GEYER‘'S GEYER’S GEYE 


Send Details Per 
Offer Your Feb. Ad 


Olfice Equipment Digest 


Ollice Equipment Digest 
Send Details Per 
Offer Your Feb. Ad 


R‘S GEYER‘'S GEYER'S 


Ollice Equipment Digest 


Send 
Offer Your Feb. Ad 


Olfice Equipment Digest 
Offer Your Feb. Ad 


R‘S GEYER’S GEYE 


e Equipment Digest 
ffer Your Feb. Ad 


EYE 


Security Steel 
Equipment Corp. 
Avenel, N. J. 


Rite-Rite Mfg. Co. 
1501 W. Polk St. 
Chicago, Ii. 


American Automatic 
Electric Sales Co. 
1033 W. Van Buren 


St. 
Chicago, Ill. 


ce Fastener Corp. 
3415 N. Ashland 
Avenue 


Chicago, Ill. 


H. M. Storms Co. 
561 Grand Ave. 
Brooklyn, N. Y. 


Frank Mashek & Co. 
1914 Milwaukee Av. 
Chicago, Ill. 


Neva-Clog 
Products, Inc. 
Connecticut Ave. 
& Logan St. 
Bridgeport, Conn. 


W. A. Sheaffer 
Pen Co. 
Fort Madison, lowa 


Ever Ready 
Calendar Mfg. Co. 
160 Maple St. 
ersey City, N. J. 


Trussell Mfg. Co. 
Dept. G 
Poughkeepsie, 
N. Y. 


Milo Harding Co. 
435 W. Pico Blvd. 
Los Angeles, Calif. 


Zephyr American 
orp. 
31 West 47th St. 
New York, N. Y. 


37-18 Northern Blvd. 
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Office Equipment Digest 
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Office Equipment Digest 


‘'S GEYER’S GEYE 


Office Equipment Digest 
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Speed Products Ca. 


Long Island City, 
N. vi 


Remington Rand, 
Inc. 
Buffalo, N. Y. 


Masonite Corp. 
Dept. GO-2 


111 W. Washington 


St. . 
Chicago, Ill. 


Industrial Tape 
Corp. 
New Brunswick, 
N. J. 


Boorum & Pease Co, 
84 Hudson Ave. 


Brooklyn, N. Y. 


Ever Ready 
Label Corp. 
141 East 25th St. 
ew York, N. Y. 


Sturgis Posture 
Chair Co. 


Magnolia St. 
Sturgis, Mich. 


. L. Barkley & Co. 


517 S. Jefferson St. 


Chicago, Ill. 


The Bates Mfg. Co. 


30 Vesey St. 
New York, N. Y. 


Old Town 
Ribbon & Carbon 
Co., Inc. 
750 Pacific St. 
Brooklyn, N. Y. 


The Wholesale 
Typewriter Co. 
155 Sixth Ave. 
New York, N. Y. 


Dawn Mfg. Corp. ; a) 7 - ae 
Co., Inc . 
Rochester, N. Y. 
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Stick coupon on stamp side of penny 
post-card. Write your firm’s name and 


will receive particulars referred to in 


our ad on page 39. 
4 SPEED PRODUCTS CO. 


address on back of card and mail. You 
will receive particulars referred to in 
our ad on page 12. 


8 REMINGTON RAND, INC. 


12 MASONITE CORP. 


Stick coupon on stamp side of penny 
post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on the Inside Back Cover. 


16 INDUSTRIAL TAPE CORP. 


20 BOORUM & PEASE CO. 
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Stick coupen on stamp side of 
post-card. Write your firm's name 
address on back of card and mail. 
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will receive particulars referred te in 
our ad on page 38. 
32 C. L. BARKLEY & CO. 
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Stick coupon on stamp side of penny 
post-card. Write your firm's name 
address on back of card and mail. 
will receive particulars referred to 
our ad on page 8. 
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Stick coupon on stamp side of 
post-card. Write your firm's name 
address on back of card and mail. Y 
will receive particulars referred to 
our ad on page 5. 
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Stick coupon on stamp side of penny : 
post-card. Write your firm's name and ¢ 
address on back of card and mail. You § 
will receive particulars referred to in . 
our ad on page 52. = 
24 EVER READY LABEL CORP. ¢ 
Coe es ererecssereeecvssesesed 
. 

Stick coupon on stamp side of penny >: 
post-card. Write your firm's name and $ 
address on back of card and mail. You ¢ 
will receive particulars referred to in : 
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: post-card. Write your firm's name and 
e address on back of card and mail. You 
¢ will receive particulars referred to in 
2 our ad on page 13 
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* 
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2 Stick coupon on stamp side of penny 
© post-card. Write your firm's name and 
% address on back of card and mail. You 
$ will receive particulars referred .to in 
$ our ad on page 4 
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° 
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° Stick coupon on stamp side of penny 
$  post-card. Write your firm’s name and 
2 address on back of card and mail. You 
« will receive referred to in 
$ our ad on page 10. 
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NEVA-CLOG PRODUCTS, INC. 


address on back of card and mail. You 
will receive particulars referred te in 
our ad on page 37. 

35 EVER READY CALENDAR MFG. CO. 


i 


. 
e 
° 
° 
- 
° 
x 
7 
. 
* 
e 
. 
. 
. 
e 
. 
. 
. 
> 
. 
. 
- 


e 
. 
. 
. 
- 
. 
. 
. 
° 
. 
° 
. 
s 
° 
a 
*. 
° 
° 
7 
. 
e 
° 
e 
. 
a 
. 
« 
. 
. 
. 


coupon on stamp 
post-card. Write your firm's name and 


5 
8 
; 


Stick coupon on stamp side of penny 
post-card. Write your firm’s name and 
address on back of card and mail. You 
will receive. particulars referred to in 
our ad on the Outside Back Cover. 
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Stick coupon on stamp side of penny 
post-card. Write your firm's name and 
address on back of card and mail. You 
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14 VITA SPECIALTIES CO. 


Stick coupon on stamp side of penny 
post-card. Write your firm's name and 


Stick coupon on stamp side of penny 
post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on page 16. 
22 


JASPER CHAIR CO. 


Stick coupon on stamp side of penny 
post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred to in 
our 
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( dited for PURCHASING AGENTS, CONTROLLERS & OFFICE MANAGERS 


“Tooling Up” in the Office 


SSENTIAL preliminary to production of the nation’s de- 
fense needs is “tooling up” of manufacturing facilities. 
But don’t let’s forget that tooling up for increased 
office production is just as vital to our effort to meet the 
demands imposed on us by a time of emergency. 

At the luncheon meeting of the Sales Executives Club 
of New York held February 4th in connection with the open- 
ing of the National Business Show, Major Frederick W. 
Nichol, of International Business Machines Corp., had this 
to say in reference to his subject, “Gearing an Industry to 
National Defense” : 

“Mass production methods in the office must keep pace with the 
mass production methods we are constantly applying in the factory 
and in the field. The strides that are being made in one phase of our 
activity, through scientific achievement and inventive genius, must be 
paralleled in all other phases or we are thrown out of balance. 
Behind the scenes the great drama of commerce ana industry must be 
everlastingly planned—simplified—directed. 

“The work of doing this, which may not be so spectacular nor 
so much in evidence, nevertheless must be carried on and constantly 
perfected. Only through this undramatic, offstage, effective control 
is the fullest measure of success in development of our gigantic indus- 
trial, governmental and social systems made possible, and such control 
is entirely dependent upon the progress of the office equipment 
industry.” . , ; ; 

The effort expended in surveying an office scientifically 
to determine what it needs to put it into first-class condition, 
the money expended in buying the furniture, equipment, 
machinery, or supplies needed to achieve that purpose, are 
insignificant compared to the effort and money being ex- 
pended in putting the industrial plant in order. And each 
day that management delays its attack on lingering obso- 
lescence in the office, the greater is the likelihood of having 
to carry through this inescapable task under high pressure, 


and at greater cost because of necessary price increases. 


Published monthly by 


ANDREW GEYER, INC. 
Established 1877 


260 FIFTH AVENUE, NEW YORK, N. Y. 


M. A. Geyer, President: James E. Neary, First Vice-President: 
Donald McAllister, Second Vice-President; T. V. Murphy, Editor 
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At plant of Wilson & Co., Chicago. 


INGENIOUS FORM IS BASIS OF WILSON & 00. 
PAYROLL: EMPLOYMENT RECORD SYSTEM 


by William J. Dalton - 


Based on interview with Lewis W. Dolly 
in charge of Plant Payroll Administration 
WILSON & CO., Chicago 


of the animal except the squeal. This remark, undoubtedly originated as a 
witticism, is hardly less than accurately descriptive of the manufacturing 
efficiency which prevails in this major, vital American industry. 

The industry which provides your morning bacon and your evening steak 
has employed relentless search of science to further its manufacturing perfee 
tion. It keeps pace with progress in every other department also. It has varied 
problems on which it works steadily for improvement of manufacturing steps, 
methods of distribution, office routines, on any and all of the network of opera 
tions which is the packing industry. A vast industry, with the problems and 
responsibility of national and international distribution of perishable products 
—of food—it has organization which differs considerably from the average 
business structure. This organization is necessarily vast in numbers, spread 
throughout the country, concentrated where centers of population exist, yet 
geared for service in the sparsely populated towns of rural countrysides. 

Of the mammoth packing industry which headquarters at Chicago, 4 
principal factor is Wilson & Co., famous for its slogan, “The Wilson Label 
Protects Your Table.” Like its associates of the industry, the Wilson company 
is in itself a giant industry—a mammoth business, a vast organization, a great 
series of manufacturing plants, a great employer, a huge distributing and selling 
system. Its products and by-products are a long list of essentials for the 
American table and for the American standard of living. 

At Wilson & Co. you will find the manufacturing efficiency which the 


| HAS been said of the great packing industry of Chicago that it utilizes all 
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popular legend attributes to the pack- 
ing industry represented in its fullest. 
Here also you will find office methods 
operating on an efficiency standard com- 
parable to the reputation the manufac- 
turing departments have achieved.. 
Today you will find Wilson & Co. op- 
erating its office procedures on a basis 
of standardization, which after a four- 
year trial, they proclaim most efficient 
and most satisfactory. 

Wilson & Co. have many departments, 
the largest division being the manufac- 
turing division, under direction of Mr. 
Harry J. Williams, vice-president in 
charge of operations, which is made up 
of packing plants at strategic locations, 
and soap, chemical, shortening, gelatine, 
rendering, and produce plants, and 
pharmaceutical laboratories in United 
States and South America. Selling branches are widespread. The heaviest con- 
centration of employees is at the Chicago headquarters of the company, many 
thousands engaged in manufacturing processes alone, requiring a large office 
staff of employees to carry on the record-keeping and other office functions 

For varied employees compensated on varying scales, payroll records are, 
as one might expect, a highly complicated matter. In view of the thousands 
employed, the varying character of the employment, and the multiplicity of 
records required for Federal and State information, added to the normal em- 
ployment histories required by the firm itself, payroll records might be pic- 


i 


ABOVE: Handling payroll-em- 
ployment record forms in plant 
payroll department at Wilson 
& Co. Two persons take care 
of transcribing data to the 
master forms. 


BELOW: Efficient form used 
at Wilson & Co. to carry pay- 
roll-employment data. Other 
side of form covers remainder 
of year. 
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tured as voluminous. cumbersome, and lengthy, from the amount of detail in- 
volved, which must be handled with unerring acuracy, day to day, week to 
week, year to year. 


Contrary to what might be expected, the payroll-employment record of 
Wilson & Co. is simplicity itself, an ingenious condensation of all essential 
payroll information on one sheet. This contains employee hours worked 
(transcribed from payroll), all data for Federal and State record needs, and 
all other essential data. The form provides for a complete year’s record of each 
employee. Two persons are employed in transcribing plant payroll informa- 
tion to these master records. This record ties in with all necessary employ- 
ment data, without overlapping. 


At the year’s end, the current master record sheet is removed from its 
visible binder, folded, and placed in an envelope which contains a complete his- 
tory of that employee from the date of his first employment with the com- 
pany right up to the present. Out of the thousands of employees, a complete 
case history of any man or woman employee can be located in less than a 
minute. That record envelope will contain complete information relative to 
the employee—personal history, and exact days and hours worked in every year. 


A few years ago rapid changes in employment regulations began to ema- 
nate from Federal and State governments which called for new record set-ups 
for employers. The design of Wilson & Co. plant payroll records originated with 
their headquarters office, which undertook to design a form which would pro- 
vide for all current and any possible future requirements. Since all tax mat- 
ters cleared through this department and because of the great amount of 
records necessitated by the large plant employment rolls, the first require- 
ment of the new form was absolute accuracy. Equally important was that the 
form be of the least complicated nature which could be designed consistent 
with the accuracy required. 


At the same time, the form was worked out to incorporate and consolidate 
all other records which related to the employee. 


Each Wilson plant is identically equipped; in each plant the record pro- 
cedure is identical. To weave all these units into one system, bulletins of in- 
formation are issued at intervals by Chicago headquarters. In this manner 
every Wilson plant executive receives identical bulletins on the same day on 
the same subject. Should any new law or regulation develop which affects 
the system, a bulletin from headquarters quickly interprets its application for 
the Wilson executive, and shows how it fits into the system. 


Creation of the plan of standardization of plant payroll records was guided 
by the Wilson legal experts, its application to plant payroll procedure was 
guided by the Wilson headquarters department, and its installation and de- 
tails were worked out by Marshall-Jackson Co., Chicago stationers. The co- 
ordination of these efforts has resulted in a most efficient system which has 
well proven its value during the past four years. 
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THE RECEPTION ROOM 
IN THE OFFICE LAYOUT 


By Kenneth H. Ripnen 
of Kenneth H. Ripnen Co., Inc. 


HE office reception room plays so vital a part both in impressing on 

visitors the character and standing of the organization, and in serving 

visitors and guiding them to their destinations within the office, that 
the matter of its layout, decoration, and equipment is of the utmost 
consequence. 

While there is considerable leeway permissible regarding the treat- 
ment of this important section of the office layout, it is best to have the 
room conform to the general atmosphere of the office taken as a whole. 
The most effective reception rooms are those so planned that they become 
an integral part of the office, reflecting its character and spirit, rather 
than appendages which, however attractive or striking in themselves, 
jar with the rest of the office and give visitors somewhat the same feeling 
which used to be evoked by the false fronts which dressed up buildings 
in the old days of the Klondike or Virginia City. 


Control of Visitors 

Typical control of visitors in the modern reception room centers in 
a receptionist located in the room, who announces the visitor and guides 
him to the person he wants to see. In some cases, where the switchboard 
is in a room adjacent to the reception room so that a wicket can open 
into the reception room, the telephone operator can relieve the reception- 
ist. Often, of course, the telephone operator serves as the only recep- 
tionist in this type of arrangement. Sometimes the mail room is hooked 
up in this way with the reception room. 

In large organizations where visitors are numerous and floor areas 
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Example of enclosed reception room. At Compton Advertising, Inc., International Bldg., Rockefeller Plaza, New York. 
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Where the showroom is the reception 
room. Receptionist stationed in show- 
room handles visitors at New York 
offices of Congoleum-Nairn, Inc, 
295 Fifth Ave. 


are large, reception work becomes a departmentalized job, without 
Zi assistance from the telephone or mail department. The recep- 
\ tionist is located in the reception room with adjacent space pro- 
a vided for runners who guide visitors to their destination after 
4 


they have been announced by the receptionist. 


Location 

In new buildings, the location of the reception room can be 
planned for a central point, but in existing office buildings where 
floor layouts are fixed and elevators are not always conveniently 
located, the reception room can still be planned to center upon 
main aisles of office circulation, so as to properly guide office 
traffic. 

Size, Seating, Equipment 

The normal reception room may vary in size from a mini- 
mum of approximately 10 by 12 feet, with built-in seating and 
/_ tables, or furniture of the movable occasional type, depending on 
q whether reception control is by a clerk in the room itself or 
through a wicket window. 

Alcove and Conference Rooms 

Often alcoves or conference rooms are provided adjacent 
to the reception room, in which visitors and office executives 
w AM can retire for conference. 


* 
. 


a . . 


Congoleum-Nairn reception-show- 
room in its relation to office. 


Another view in the reception-show- 
room at Congoleum-Nairn office. 
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This plan reveals how reception room is allied to showroom at 
office of Celluloid Corporation. 


Ventilation, Lighting 

Reception rooms, especially those of the inside sort. must be adequately 
lighted and ventilated for the comfort of waiting visitors. 

Dim lighting creates impressions of gloom and penny-pinching, and is dis- 
tinctly annoying to those who wish to read or make notes while waiting. And 
stale air in the reception room may be interpreted by some visitors as a typical 
sample of the air throughout the office! 

The Usual Type of Room 

The most usual type of reception room is a room located off a building 
corridor, building entrance, or elevator lobby. The reception room of Compton 
Advertising, Inc., picture and plan of which are shown in connection with 
this article, is a reception room of this type. Visitors coming from the elevator 
lobby into the room are met immediately by a receptionist. Adequate tables 
and seating are provided, and, since the room is an inside room, particular care 
has been given to lighting and mechanical ventilation. 

Reception Room-Showroom 

At the Celluloid Corp. offices, the reception room is combined with the show- 
room. This type of combination is popular with organizations having products 
which they can display to visitors. The receptionist controls the access to the 
showroom as well as to the office corridors, and there is adequate seating and 
table space. See photograph and plan herewith. 

Showroom-Plus-Receptionist 

Another popular type of arrangement is found where the showroom is the 
main feature of the office, as at the office of Congoleum-Nairn, Inc., (pictures 
and plan herewith). Here all visitors are received directly in the showroom, 
where adequate seating and interest is provided for them while they wait. 
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Reception room at office of 
Celluloid Corporation, 180 
Madison Ave., New York, 
controls access to this show- 
room and to office corridors. 
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LEFT: 


MICROFILM STORAGE FILE. Chemically-controlled humidity 
within a storage file for long-period preservation of valuable micro- 
film records is the latest filing development announced by Rem- 


<7 
S 

a 
ae 
Ss 


ington Rand Inc., 465 Washington St., Buffalo, N. Y. Nine 
drawers of the 585/16-inch high file hold 900 standard 16 mm. 
film storage boxes. This permits three and a half million separate 
records to be housed. A tenth drawer contains the stabilizing 
chemical which maintains a 51 per cent humidity within the cabi- 
x net, an ideal condition for microfilm preservation as determined 
: by United States Government chemists. Slots in drawers permit 
Pe the conditioned air to circulate freely within the unit, while 
bas I rubber gaskets over drawer heads prevent it from escaping. 
ea 
ee RIGHT: 
Sa ot aaa UMBRELLA STAND. Illustrated is the new streamlined Dan- 
¥ x a Dee umbrella stand from Erie Art Metal Co., Inc., Erie, Pa. It is 
eo a a | 26 inches high, 16 inches wide, 12/2 inches deep. Available in 
ty ae two finishes, it is priced at $14.75 in chrome plate, and $8 in 
bh * bronze. 
is 
¥ . ' BELOW: 
ae x ee : : STORAGE-WARDROBE CABINET. A new line of Steelart cabinets, 


including storage, wardrobe, combination, other models, has been intro- 

duced by Lyon Metal Products, Inc., Aurora, Ill. Feature is the stream- 

lined, round-corner construction to match round-cornered desks and 

files. The cabinet has no sharp corners, no exposed bolt heads, a tubular- 

Beka. shaped door frame, grooved key lock, shelf reinforcement unit. Standard 
oe finish is green baked-on enamel. Finishes also available include white, 


" grained walnut, grained oak, grained mahogany, Walnutone, flat brown, 
= i ABOVE: flat gray. . 

Ue, ; DOUBLE PEDESTAL DESK. Globe-Wernicke, Inc., Cincinnati, 

pic ; Ohio, has introduced a new line of GlobeArt steel desks and 

Sa a tables made in a variety of styles and sizes for executive and 

ee general office use. Pictured is the double pedestal drop head 

Pa typewriter desk with four legs, streamlined top. In addition to 

& a standard green, walnut, or mahogany grained finishes with bronze 

eet trim, the desks and tables may be had in seal gray with white 


metal trim. 


LEFT: 


FILING CABINET. Incorporated in its new No. 3400 Series files, 
bearing the “C” label, are a number of features: 28-inch depth for 
more filing capacity, bronze trim, natural grip drawer pulls, channel re- 
inforcing at top of drawer sides, smooth-running cradle suspension, intet- 
changeable drawer inserts which permit a combination of card and letter 
drawers for particular filing needs. The file is made by Yawman & Erbe 
Mfg. Co., Rochester, N. Y. 


ye 
Mi 


7a 5 ee ee: 
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TR EQUIPMENT x 


RIGHT: 


OFFICE DESK. The secretary is explaining to her boss that the 
new low desk from Shaw-Walker Co., Muskegon, Mich., is just 
29 inches high. The lower height, believes the firm, will lessen 
fatigue, increase efficiency by insuring a more natural working 
position. The new desk is made of steel and plastic, comes in 
three different styles—standard leg desks, inland base desks, and 
luxury desks—in many sizes. The “natural height” of the desk 
has been achieved without sacrificing drawer room or arrange- 
ment, and without cramping the knee space. 


LEFT: 


MANAGERIAL FILE. A new V-type front bale, together with 
a 60-degree follower block which provides more suitable position- 
ing of contents in the upper drawer has been developed by 
Northwest Metal Products Co., 1337 E. Mason St., Green Bay, 
Wis., for use in this Managerial file. The desk height unit has a 
sliding, fall-away top, and the ‘elevating’ upper drawer raises in 
back when the cover is opened, is adjustable in three positions— 
high, medium, neutral. The amount of elevation is adjustable by 
means of a screw driver, and may be eliminated entirely if pre- 
ferred. The lower drawer operates on ball-bearing rollers. 
Because of the V-type front bale and the new type follower, the 
filed material cannot fall forward, since it has been thrown past 
center toward the back, positioning the contents when the upper 
drawer is in elevated position. The unit is built of electrically- 
welded steel, comes in olive green, walnut, mahogany, and Swedish 
modern grained finishes. Special finishes at extra cost. The lock 
and 2-inch rubber-wheeled casters are standards. The file may 
be had in letter and legal sizes. 


BELOW: 


POSTURE CHAIR. A new line of Selfit posture chairs has been 
introduced by The Harter Corp., Sturgis, Mich. Shown is the 
No. E-17D model. All of the chairs in the line are completely 
self-adjustable, and there is a chair in this group to meet the 
needs of every seated worker. 


ABOVE: 


FLUORESCENT DESK LAMP. Illustrated is the No. F-4 clamp- 
on fluorescent desk lamp, product of National Lighting Equipment 
Co.; 12415 Euclid Ave., Cleveland, Ohio. The unit is 18 inches 
high, takes two 18-inch, 15-watt tubes, may be had in light, 
Swedish, or red bronze finishes. 
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EXTRA THIN LEADS. The Permapoint extra thin leads from 
Eberhard Faber Pencil Co., 37 Greenpoint Ave., Brooklyn, N. Y., 
are now available in a new plastic tube. Leads are held in by 
means of a clamp eraser which can be used with the tube. The 
eraser also fits the Permapoint mechanical pencil. Tubes hold 
a dozen leads in degrees B, HB, F, H, 2H, 3H, 4H. Leads may 
be had in red, blue, or indelible copying colors, six leads to a tube. 


BELOW: 


FILE FASTENER: Speed Products Co., 37-18 Northern Blvd., 
Long Island City, N. Y., has announced the expansion of its line of 
Speedway file fasteners to include all standard loose leaf punching 
centers—4%4, 5%, 6-13/16, 7 and 812 inches. The new sizes are 
available for one and two inch capacities, with Sky-Hy prongs 
supplying additional capacities up to eight inches. All sizes are 
produced with smooth prongs, completely covered by locking plate 
when in use. 


——— 


SPEEQUAY 


RIGHT: 

FOUNTAIN PEN BRUSH. The Lux fountain pen brush can be 
used for every type of lettering, marking, outlining, tracing and 
labeling. It comes complete with four nibs, varying in width from 
stub pen size to 34 of an inch, a small bottle of ink in any of six 
colors, and a filler-dropper. The barrel and cap are produced from 
Bakelite plastics. The brush can be used on any wr.ting surface 
except glass, and the Lux instant drying ink leaves clean sharp 
strokes. Molded for the Lux Co., 154 University Ave., St. Paul, 
Minn. 


OFFICE 


ABOVE: 


DESK TRAY. A very attractive Streamliner steel desk tray has 
just been placed on the market by Globe-Wernicke Co., Cincin- 
nati, Ohio. The new desk tray is modern in design. A full width 
opening makes it easy to handle papers. Trays can be inter- 
membered as high as desired. Metal supports with satin chrome 
finish are easily attached, hold stacks rigid. Rubber feet on bottom 
prevent marring of desk surface. The Streamliner is available 
in letter and legal sizes, in seal gray and standard green finishes. 


LEFT: 


DESK CALENDAR. The Work-A-Day 5 by 7 inch 
and 4 by 7 inch commercial calendar from Keith 
Clark, Inc., 350 Hudson St., New York, comes with 
a plastic base in either walnut or black. Exclusive 
feature is the plastic and water-clear plate at the 
top with the yearly calendar card showing through. 
Even the screw heads are plastic. Protective pads 
on all four corners safeguard the desks. 
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PE CUALTIES 
SPECIALTIES 
BELOW: 


PERPETUAL CALENDAR. Result of months of research and 
experimentation is this new perpetual calendar from Zephyr- 
American Corp., 31 W. 47th St., New York. Molded entirely of 
Bakelite, the calendar is so made that the angle of the letters 
is correct in relation to the normal line of vision. One of each 
of the two knobs at the ends is made of a contrasting color so 
that the knob for setting day, date, or month can be easily selected. 
Letters are printed to match these knobs. The calendar features 
ease of readability, and large windows set with clear unbreakable 
panes. Priced to retail for $1 in black, $1.25 in walnut, and $1.50 
in ivory. 


ABOVE: 


PEN FILLER. Higgins drawing ink now comes equipped with 
a new type pen filler guaranteed to take up more ink. This im- 
proved filler, nicknamed “The Little Big Dipper,” is made of 
clear Polystyrene, which will not soften or decompose in the ink. 
The dipper, or scoop, feeds more ink into a drafting pen, cannot 
splinter. The offset shape helps in getting the last few drops 
of ink from the bottle. The stopper is so balanced that it will 
always rest with the tip of the quill upright preventing stains on 
drawings and drawing boards. The flat thumb rest insures that 
the scoop of the stopper will be in correct position for filling 
the ruling pen when it is extracted from the bottle. 


RIGHT: 


LEDGER BINDER. S. E. & M. Vernon, Inc., 65 Duane St., New 
York, recently announced this multiple ring ledger binder with a 
perfect flat opening to simplify the removal and insertion of 
sheets, and the task of account and record keeping. The binding 
is of brown levant grain fabrikoid, gold stamped “Ledger.” A 
multiple ring metal with single booster opens and closes the six 
l-inch capacity rings. Each ledger contains 75 buff sheets with 
double entry ledger, or a debits, credits and balance form, as well 
as a 26-division A to Z index of red tabs stamped in gold. Sheet 
size is 9% by 11% inches. Priced to retail at $2. Additional 
sheets are priced at $6.50 a thousand. 


BELOW: 


SMALL FLUORESCENT LAMP. A new 6-watt fluorescent lamp, 
only 9 inches long, for use where space is limited and high lumen 
output is not required, has been announced by the Westinghouse 
Lamp Division, Bloomfield, N. J. The lamp sells for $1.15, comes 
in daylight and white, may be used for local lighting where small, 
cool, and low wattage fluorescent lamps are needed. It is said to 
be especially suitable for illuminating business machines, has a 
rated average life of 7500 hours. 


DRAFTING MACHINE. The Drafto Co., 274 Walnut St., 
Cochranton, Pa., has announced the production of a new, low- 
priced drafting machine, designated as the Master-Drafto model, 
which takes a maximum size sheet 24 by 36 inches. Light in 
weight for ease of operation, the Master-Drafto has arms con- 
structed of seamless steel tubing, fitted with solid bearings. The 
scale blades are designed so that any scale, either boxwood or 
aluminum, can be inserted. For center mounting the machine on a 
drafting board or table, a cast aluminum bracket is used, con- 
taining a screw for leveling the scales parallel to the drafting 
surface. Feature of this machine is its protractor device. The 
Stainless steel protractor plate is graduated in 2 degrees, can be 
Set accurately for 2 degree readings by use of the graduated 
vernier. The protractor can be locked at any degree, but for 
speed and convenience is fitted with a latching spring to lock 
the scales at 0, 30, 45, 60, and 90 degrees on either side of the 
0 degree reading. 
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ABOVE: 


ILLUMINATED TYPEWRITER ROLL. A transparent typewriter roll 
of Lucite, a du Pont plastic, has been introduced by the Lumirol Co., 
1775 Broadway, New York. Used together with a special means of il- 
lumination offered by this company, it provides improved visibility, and 
convenience in cutting stencils. The lighting fixture, attached to the 
typewriter, contains a tiny six-watt fluorescent tube. The light, di- 
rected toward the roll, is transmitted by the Lucite. Thus the stencil 
is illuminated from beneath and each letter, as cut, becomes easily 
visible, to avoid resetting in the typewriter after the complete stencil 
has been made. Due to the hardness and resilience which Lucite pos- 
sesses, the roller is said to last at least for the life of the machine, as 
the typewriter keys do not indent the plastic. It is also said to make 
possible the typing of a greater number of legible carbon copies. Fur- 
ther, when making a single copy, use of a backing is unnecessary. The 
roller and light, which may be used on any typewriter, are distributed 
and installed by the Lumirol Co. 


PHOTO-COPYING DEVICE. A new model Hunter Electro- 
Copyist, an office device for multiple reproductions by photo- 
process, which incorporates additional convenience features in its 
cabinet and advancements in electric photoprinting rays, has been 
introduced by Hunter Electro-Copyist, Inc., Syracuse, N. Y. For 
storage of sensitized copying paper and other materials, a drawer 
has been built into the bottom of the cabinet. The case itself 
is built with reinforced framework and fitted with heavy-duty lid 
latches and hinges to assure verfect contact of copying material on 
the ground glass. Underneath the ground glass, vacuum bulbs are 
spaced so as to give uniform light diffusion as determined by a 
light meter. The amber color is employed for making negatives, 
and the white light for positive prints. A simple flip of a switch 
turns on either one or the other set of bulbs, and a pilot light 
shows the operator which color is in use. This method of light 
diffusion eliminates the need of filter glass. 
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OFFICE MACHINES 


BELOW: 


POSTAGE METER. Pitney-Bowes Postage Meter Co., Stam- 
ford, Conn., will introduce this Model RS postage meter machine 
at the National Business Show in New York. It stamps, post- 
marks, seals, and stacks mail at the rate of 175 letters a minute, 
simultaneously imprints the user's advertis.ng poster or slogan on 
the envelope face. Electrically driven, it is fully automatic, 
operates an omni-denomination meter to provide any stamp value 
for any kind or class of mail, handles envelopes of varying sizes 
and thickness. A new type sealer reaches the extremities of all 
common envelope flaps. A lever instantaneously converts the 
machine to the printing of a meter stamp tape for parcel post, 
while another lever ejects adhesive meter stamps moist or dry, 
as desired. The model occupies a space of 18 by 2842 inches. 


mc 


BELOW: 


FOR STENCIL WORK. The Dupliscope, a new illuminated drawing 
board produced by Remington Rand, Inc., Buffalo, N. Y., facilitates the 
tracing of images from the original in stencil, spirit and gelatin duplicat- 
ing processes. The device is also said to be helpful in the drafting 
room where sections of various tracings are combined to make a com- 
posite drawing. The Dupliscope is adjustable to eight lengthwise posi- 
tions, four sidewise positions, or it may be used flat on the desk o 
rested against the edge of it. A built-in lumiline light insures a uniform 
light supply from top to bottom of the flashed opal glass. Two stencil 
clamps on each side slide up and down on a built-in track, are locked 
in position by a simple lever attachment. The T-square and locking 
clamp are also one unit, may be used lengthwise or crosswise. 
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Writes pages non-stop. Signs a day's mail 
at one dip. Refill once in six months to a 
year! It’s not just another dip-type set— 
it’s the first quality set of its kind; it has 
an ADJUSTABLE fluid level in the socket. 


Wholly unlike conventional spoon outfits. 
Tip only is immersed —capilary action fills 
feed magazine under pen point — big 
capacity, no skip or flood! 


RESERVOIR DESK SETS 
FOR ROUTINE 


WRITING .... 
EXEMPLIFYING 


DUTY 
TO ONE’S COMPANY 


Too often, the Purchasing Agent is 
regarded simply as the fellow who gets 
the best price on a purchase originated 
by somebody else. 

His capacity as an originator in his 
own right—and as a man who can 
spend to earn—may be overlooked 
even by himself. 

We number Purchasing Agents 
among our best friends. Why? Because 
it is so easy to show them how Sheaf- 
fer‘’s make and save money for their 
users. Read on: 


NEW ERA IN OFFICE 
WRITING! 


In the pressure of business ahead, 
every office worker must DO more, and 
to do more, he must be better equip- 
ped. Clerical error—that costly source 
of waste and delay—must be cut! 
Office routines must run smoothly! 

NOW —consider this: Every office 
operation has its special equipment 


To secure further information use QUICKMAIL COUPON No. 31. 


... telephones for talk, calculators for 
figuring, typewriters for letters—all 
but ROUTINE WRITING, which is 
the BASIC operation of all! 


CUT ERROR AND 
TIME WASTE! 


The mental distraction of reach- 
and-dip writing causes clerical error 
by taking the worker's attention from 
the work in hand. And old style writ- 
ing methods require attention, which 
wastes time. . 

You can figure the cost of older 
methods for your own firm. And you 
can give your company great and wel- 
come relief with Sheaffer's Reservoir 
Desk Sets on every desk—the Lifetime 
way to fast, accurate routine writing! 


FREE! 
TRIAL WILL CONVINCE 


If it’s a good idea, of course you 
want it—and you can try it for your- 
self on free trial. Your stationer will 
loan you these sets to try—no obliga- 
tion whatever. Why not call him now, 
or write direct? ... W. A. SHEAFFER 
PEN COMPANY, Fort Madison, lowa. 
“Pen Capital of the World.” 
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VARAT INTRODUCES NEW ZIPPER CASE 
An attractive and roomy 18 by 18 by 6 inch zipper 


eee é case for bulky samples, light travel, and other uses re 
Fe Phen 3 S n Vv e 0 e S quiring more than the usual capacity was introduced 
3 


at the Luggage & Leather Goods Show, Palmer House 


am Chicago, February 10 to 13 by Murray Varat Co., 1g 
ie — ; S. Clinton St., Chicago. The new case has a reinforesd 
“6 are d 4 e frame, Talon fasteners, end lock, and leather drop 
% s handles attached to solid brass rings. The reinforesg 
aes : bottom stands on metal studs. Within the roomy in. 
ms eet —_— | terior are three full size pockets with deep leather gus. 
Be, ‘ sets. 

ea ‘ KRAMER BUYS NATIONAL DESK CO. 


The plant of the National Desk Co., Herkimer, 
N. Y., was purchased recently by David Kramer from 
Butler Mfg. Co., Syracuse, N. Y., former owners of the 
National firm. Extensive improvements and alterations 
will be made to the plant in anticipation of future pro 
duction. 


& | { A L A EDUCATIONAL PROGRAM FROM DoMORE 

ae ey] CH RA “ I Oo me C€ 4 & An educational program in connection with its 
bes | consumer advertising is being featured by DoMor 
: Chair Co., Inc., Elkhart, Ind., to aid its dealers. Accord 
Have well gummed, deep flaps and seams that do ing to details, the firm is ready to send a trained pom 
a perfect job of protecting heavy contents. ture specialist to any business organization where he 
will demonstrate to executives and employees the bene 
fits derived from proper seating. Part of the service 
is the seating of each individual properly in a chair 
designed for the work to be done, and the adjusting of 
the chair to the individual. 


KNOX ISSUES COPY FITTING GUIDE 
A Guide to Copy Fitting, for use in solving the 


cpa: 


has various problems that arise when typewritten copy must 
Sek be fitted into type layouts for any kind of printed mat 
# ter, has been issued by Frank M. Knox Co. Inc., 90 
- Rockefeller Plaza, New York, as a section of the Knor 


Standard Guide to Planned Printing. The Guide can be 
used easily and quickly by beginners and experts. The 
* : : j central table lists 870 type faces, both hand and machine 
a : ea : | set, shows exactly how many characters of each fate 

ees can be set in one square inch. It covers all type sizes 
from 6 to 18 point, set solid as well as with various 
line spacings. 

Other tables show instantly the number of char 
acters of typewritten copy, the number of square inches 
aig : of copy area, and the space to be allowed for all sizes 
n : of display lines. A feature of the guide is that it will 

; show instantly which faces each printer or compositor 
has on hand, so that no time or money will be lost by 
selecting type faces that are not available. 


ieee CHAMPION CLASP ENVELOPES 


thru your stationer and you will be getting the best ; . 
the market affords. For QUICK Communication 


aS Use the ready-made QUICK- 
wee fe: MAIL Reply Coupons Follow- 


os QU ALITY PARK ENVELOPE CO. ing Page 18 of this issue. 


By General Office & Factory Chicago Office Bi 

Ys . Quality Park . a Warehouse It takes only 1 minute plus 1 C to make an inquiry! 
4. ie St. Paul, Minnesota 11-116 Merchandise Mart 

To answer the above ad use QUICKMAIL COUPON No. 17 


mea 


34 February, 1M! 
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ACELINER 


“t STAPLES (4) WAYS _— 


Most. Beautiful Sty at — 


loot with STAPLING—PINNING—TACKING. USE AS HAND 


m positor 

PLIERS 
ACELINER is the first stapler to offer four such 

practical operations in one machine. It is destined 2 IT PINS 

to become the outstanding favorite among stapling > - 

machine users in every profession, business and 

trade. It cannot jam or clog and carries a Lifetime 

Guarantee of trouble-free stapling performance. 


We invite your inquires. } cate, 
ACE FASTENER CORPORATION eee  k, 


3415 N. ASHLAND AVE. ¢ CHICAGO, ILLINOIS 


4. iT STAPLES 


A permanent N 
clinch forlasting QQ 
security. 


To answer the above ad use QUICKMAIL COUPON No. 15 
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POR ORRTCE USK ster sir se see erento handy tit cmbins the Pres 


LEFT: 


deluxe desk stapler, the Presto personal paper punch, and two 
boxes (4000) of Presto staples. All three are displayed in an 
attractive two-tone blue gift kit. The three products can be used 
in the office, home, school. The kit is priced to retail for $1, is 
made by Metal Specialties Mfg. Co., 3200 Carroll Ave., Chicago. 


DICTATING MACHINE CYLINDER. A new model of the 
Standard cylinder, suitable for use on Dictaphone and Ediphone 
machines, and bearing the distinguishing mark of a large DE 
within a circle, has been announced by Standard Record Co., 104 
S. Fourth St., Brooklyn, N. Y. The new cylinder was made pos- 
sible by the recent installation of scientific, precision-controlled 
modern machinery. The cylinder is said to have smooth and even 


PRESTO 


tone, long life, and good shaving qualities. 


BELOW: 


FLUORESCENT DESK LAMP. An all-Bakelite desk lamp in am 
tural grained walnut, from Eagle Electric Mfg. Co. Inc., 59 Hall S& 
Brooklyn, N. Y. The adjustable shade is equipped with a bakes 
white enamel reflector for light intensity. The lamp has a com 
veniently-located starter switch, and a one-piece casting in the 
base which serves as weighting, plus a foundation to support the 
lamp. The base is felt-covered, has convenient slots and receptas 
cle for pens, penc ls, pins, clips. The 6 by 10-inch base has a 4 by 
18-inch shade. It will accommodate one T8, 15-watt, 18-inch bub. 


ABOVE: 


ZIPPER CASE. The Simon B. Reuben Co., 557 W. Jackson Blvd., Chi- 
cago, has announced a new type of zipper case which is a combination 
portfolio and loose leaf notebook. The new case is a zipper type loose 
leaf notebook which can be converted into a portfolio by removal of the 
ring metal. This is accomplished by the turning of two small screws, 
a coin being used for the purpose. It is made in 1, 2, and 3-inch capacities, 
in 14 by 12, 16 by 12, and 17 by 13-inch sizes. The case is made in 
black, brown, may be had in other leathers. Features include zipper 
pocket, reinforced edges, leather gussets, expanding pocket, envelope 
pockets. 


RIGHT: 


INDEX TABS. Feature of the Justrite Crystal Clear index tabs, from Louis Melind 
Co., 362 W. Chicago Ave., Chicago, is the service kit included with each box, 
enabling the user to make clear indexes or colored ones without changing the tab 
or being compelled to purchase colored tabs. In the kit are ready-indexed inserts 
coverinz the months of the year, figures 1 to 31, and the names of the 48 states. 
Each box contains 5-feet of tabbing, individually packed in five Cellophane en- 
velopes. Each envelope has two 6-inch strips, blank inserts for typing special 
indexes, and a set of ready-indexed letters A to Z. The tabs have bead edge 
construction, reinforced gummed linen for adhesion, are made of fire-resisting, 
moisture-proof material. The kit envelope has a color swatch of material in seven 
colors—one foot each of red, blue, green, yellow, pink, amber, orange. To use, 
select the color wanted, fold the colored strip over the index, slip the color-covered 
index into the tab, cutting off the surplus. 


LEFT: 


For AC current only. Priced to sell for $10.80 less bulb. 


BS str INDEX TABS ; 


————— tes inserts | ag 


CALENDAR CATALOG. Ever Ready Calendar Mfg. Co., 160 


Maple St., Jersey City, N. J., has issued this new catalog of its 
line of loose leaf calendars. Designs in the catalog show a twelve 
months calendar printed on each page in combination with the 
daily memorandum page. This yearly calendar is visible through 
the window on the hold-down plate. Pictured in the catalog, too, 
is the firm’s line of plastic calendar bases, available in walnut 
finish, and ribbed to insure strength. Its new line of Duplex 
calendars is also shown. This line is finished in Hammertone 
Lacquer, comes in a wide range of special satin finish colors. 


RIGHT: 


ACOUSTICAL PHONE BOOTHS. Two new acoustical tele- 
phone booths, suitable for use where there is an excess of noise, 
have been added to its line of Acousti-Booths by Burgess Battery 
Co., 530 W. Huron St., Chicago. The models have no doors. Walls 
and ceiling are acoustically lined to blot up stray noise and create 
a zone of quiet within the booth. Model 205 shown is trimmed 
in chromium stripes. Booths come in attractive color combinations, 
include shelves, electric light fixtures, telephone mounting panels. 
An illustrated bulletin with prices is available on request. 
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MA? LC STREET 


To answer the above ad use QUICKMAIL COUPON No. 35 
February, 1941 


MER RADY CALENDAR MRGa G 
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Y OUTSTANDING §£ 
i SALES FEATURES IN A‘ 
> COMPLETE LINE OF } 


FADE PERS 


ne 


ffl 
ll 


Write for samples and full details 
of this group of office papers, each 
conspicuously in public favor for 
quality and for extra features. 
Continuous repeat business will be 
evidence of your customers’ ap- 
proval. 


A Better Product in 


NON-SKID 
EASEL NOTE BOOKS 


SPOTSEALD 
ADDING MACHINE ROLLS 


BOND PAPERS 
WRITING PAPERS 


DUPLICATOR PAPERS 
(New Catalog Now Ready) 


SCRATCH PADS 
(Complete Range of Sizes) 


PAPER SPECIALISTS 
FOR THE 


STATIONER 


NCUEL WAS 


To answer the above ad use QUICKMAIL COUPON No. 18 
37 
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THE ECONOMICAL WAY... 


TO PERMANENT RECORD STORAGE 


Zz 


DURABILITY Transfer Files 


They solve the problem of quick, 
easy, and inexpensive record stor- 
age. Letters, checks, invoices, 
cards, and documents of all kinds 
can be systematically preserved for 
future reference at a low initial 
cost. 


Shipped Knocked Down 


Received in this manner a supply 
for future requirements ta! 
— little room in storeroom or 
vault. 


Easiest to Assemble . . 


Simplified construction rmits 
instant and easy assemb! 


No Shelving Required 


construction 


allows for secure stacking. 
Records are practically as ac- 
cessible as from the regular fil- 
ing cabinets. 


Simplified Stacking... 
Stacking clips provided lock the 


cases into a solid battery in any 
arrangement desired. 


$1.30 each list. Full Letter Size 


Consult the price list. You will find a size for practically 
every business rec used i i 
tities of fifty or more. 


|. Special sizes furnished in quan- 


Send for Sample... . 
Iande Weight 
- jensions | “ee! price 
| Nae Laima ee We will gladly submit samples 
1*| 3x5 cards (2 rows) | 1054) 434) 24] 82 [$1.18 |) and any additional information 
ouc! 
“F-| act cords Grows | 1%) oulae] es Tazo you moy require at your request. 
3 Depestt Stipe 8 4 24 39 8s 
Tabuletor Cards 
4 | Cancelled Checks 9 4%| 24 43 90 
Vouchers 
S | S'428'4 of 629 forms 9%) 6 24 so 1.10 
6*| Invoices 
825 cards (2 rows) 10%| 8%) 24 42 1.20 
7 | Letters 12 | 10%|24| 46 | 130 
8 | Legal Papers 1s 10%| 24 s4 1.50 


C. L. BARKLEY & CO. 


ESTABLISHED 1921 ' ; , 


¢Manufacturers of Filing. Supplies 
517 S. JEFFERSON STREET CHICAGO, ILL. 


To answer the above ad use QUICKMAIL COUPON No. 32 
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GALLAND TAKES NEW POST 


L. C. Smith & Corona Typewriters, Inc., Syracugg 
N. Y., has announced that J. W. Galland has beg 
placed in charge of all the wholesale used machigg 
operations of its subsidiary, The Liberty Typewrite 


J. W. GALLAND 


Co. A seasoned typewriter veteran, Mr. Galland joing 
the treasurer’s department of the old Underwood Type 
writer Co. in 1906. In 1920 he succeeded W. W. Ramer 
as head of the Wholesale Typewriter Co., and in 19%) 
at the time the Wholesale Typewriter Co. consolidated 
with its numerous subsidiaries, he was named vice 
president, a post he filled during the past ten years, 


Mr. Galland brings to L. C. Smith and its subsidiay 
a wealth of experience, and a well-grounded knowledge 
of the business, and the best wishes of his many friend 
in the industry. 


AMES SAFETY ENVELOPE CO. 
WINS PERMANENT INJUNCTION 


In Massachusetts Superior Court, Ames Safety 
Envelope Co., 21 Vine St., (Somerville), Boston, mant 
facturer of mailing, filing, and carrying envelopes, has 
won a permanent injunction against Sumner S. Randell} 
in accordance with the terms of which it is decreed that 
the said Sumner S. Randell 


“is hereby permanently enjoined from directly or im 
directly using the words ‘Safety Env. Lock’ or ‘Safety 
Envelope Lock’ in connection with the advertising, offer- 
ing for sale or sale of safety envelopes or locking de 
vices on envelopes and from using any imitation or sim 
ulation or said trade-mark or any mark so like the 
plaintiff’s trade-mark as to deceive or confuse the put 
chasers or users of the same. 


“2. That the defendant is hereby permanently en 
joined from directly or indirectly using the trade name 
‘Safety Envelope Lock Company’ in connection with the 
advertising, offering for sale or sale of safety envelopes, 
files or locking devices on envelopes.” 

The defendant was also ordered to pay the plaintiff's 
costs. 


CENTURY RIBBON BUYS SORBTEX LICENSE 

Century Ribbon Mills, Inc., 6th Ave. at 41st St, 
New York, has purchased an exclusive license to use the 
Sorbtex Process on typewriter ribbons from the Sorbtex 
Foundation, Richmond, Va. The license covers applica 
tion of the process to all types of typewriter ribbons, it- 
cluding cotton, silk, linen, rayon, and nylon, and als0 
blended fiber typewriters ribbons, and includes wovel 
edge, fused edge and cut edge ribbons. 


The effect of the process on typewriter ribbons is thé 
securing of uniformity in the appearance of the typél 
page and is said to increase the durability of the ribbom 
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NO SPECIAL 
STAPLES NEEDED 


or sim 
like the ... Any standard, popular- 
the pur priced staples fit in a 
Swingline. 
nly & BBNo. 3P, LOADING 
vith the ME 105 STAPLES lists at 
velopes, gg $250 No. 4P, LOADING 
210 STAPLES lists at $4.50. 
laintiff’s The WIDE OPEN 
ALSO THE VEST | STAPLE CHANNEL 
_ POCKET ‘’TOT,’’ 
rr listed at $1.75. This popu- Easiest-to-get-at for split- 
used lar model requires “TOT” | second loading and re- 
Sorbtex Staples, loading 125. Fastens 
= 2 sheets and has all the | oval of anynon-feeding 
ae special advantages of other staple. Eliminates jam- 
and also Swingline Staplers. ming delays or repairs! 
s wovel 


ge) | SPEED PRODUCTS COMPANY 


To answer the above ad use QUICKMAIL COUPON No. 4 
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VITA PRODUCTS 


Medern 


PROTECT 


Blueprints 
Factory Tickets 
Price Lists 
Personnel Records 
Index Card Cases 


“4 Catalogs 
ieee HM} Sales Literature 
im) Magazines 
‘ ' Books 
= = Maps 
VITA CHART PROTECTOR Announcements 


Vita Envelopes 
Cut Printing Costs 


Display Your Catalogs, 
Advertising Matter to 
Best Advantage In Sparkling 
Transparent Binders 


COSTLY ERRORS ELIMINATED 


Prevents stains, wrinkles on 
vital plans. Strong, dustproof. 


Make your factory and office more 
efficient. 


Meme VITA 
“cone | SPECIALTIES CO. 


oe eee 693-7 Broadway 
- New York, N. Y. 
information. 


Telephone: Algonquin 4-9676 


“AL the new bantparent products” 
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me order prospect for these fost e ‘ 
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machines to good advantage q 
and the common-sense = 
mechanics and quality con- x 
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POSTURE CHAIRS 


Easy, quick, positive 
adjustments 


“A model for every need” 


No. 505 
With ventilated seat 


Sold by office equipment dealers everywhere 
Use QUICKMAIL COUPON No. 28 for 1941 Catalog 


STURGIS POSTURE CHAIR CO. 
Magnolia Street Sturgis, Mich. 
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To imsure clean, strong copies . . USE THIS 
LW WU WW _ , Stenographers en- 
(odo | thuse because it 
er ~ al =| grips and holds in 
——s | place the assembled 
n.d :| papers while being 
eae nigga :| inserted in the type- 
ceeptataee sone [| writer. Insures per- 
SN ce need | fect alignment and 
te Nae oat nk ere [| produces a greater 
ected eases one : number of legible 


carbon copies. Num- 
i bered right hand 
Ses lade : margin shows num- 
— : ber of lines remain- 
| ing on sheet being 

ae | typewritten. 


Kindly ote you have aly the thich- 
news of the "Carboe Gripper” to start 


TUTT VT 


Mads omy by 
CODO MANUFACTURING CORP 
Pome me renee) 
er 2° Letapeme Be 
am New York NY 


The retail price of the CODO Carbon Gripper is 
25 cents, but it is enclosed free with each box af 
Super-Kote and Keen-Rite carbon papers. 


C.éc- MANUFACTURING CORP. 


509 South Franklin St., Chicago 
270 Lafayette St., New York 


Factory 


Coraopolis, Pa. 


CARBON GRIPPER 
BACKING SHEET 


INTENSIVE STREAMLINE TRAININ 


By F. H. ACHARD 
Supervisor of Training, Consolidated Edison Co. of 
New York, Inc. 
An address before the New York Chapter, National 
Office Management Association 

N ORDER to discuss the subject of streamline trajp. 

ing, we must first attempt to define the term, | 

started by questioning a few acquaintances and re 

ceived a variety of answers. To one, the term sug. 
gested a modern locomotive with all the frills and gag. 
gets removed, or at least put under cover. Nothing 
that was not essential to the operation was included jy 
the design of the locomotive. Another spoke similarly 
of the airplane. A third mentioned the apparent speej 
and power of the modern automobile. 

We can speak similarly of modern training in th 
office, but there the question arises, “Why do we hay 
modern streamlining, and more particularly, how @ 
we get it?” Perhaps the real reason why we want ty 
talk about intensive streamline training is the thing 
that is behind the streamlining of the locomotive, th 
streamlining of the airplane, the streamlining of the 
automobile and, in fact, the streamlining, in the tme 
sense, of any of our modern gadgets or operations. 

Planning Factor Important 

I wonder how many people here realize just what 
is behind the modern streamlined engine. Wha 
Mr. Selden, Mr. Olds and Mr. Ford built their original 
automobiles, much of the plans and construction was in 
their heads. Very little of it was on paper; there was 
very little preconstruction engineering. There wa 
some, of course, but compared with the making of th 
modern automobile, for example, there was scarcely any 
preplanning, and little study had been made of ways and 
means of cutting down air friction, improving engi 
performance, developing beauty of design, or producti 
all the other things to which we are accustomed ing 
automobile. The making of an automobile today is dam 
quite differently. Days, weeks, months, and even yea 
of planning have gone into the 1941 automobile. Al 
this planning factor is I think, an outstanding chara 
teristic of all our present day factory products. 

It certainly constitutes an important part of inte 
sive streamline training for the modern office. My asst 
ciates and I in the Edison Company have found a lit 
formula to be very useful whenever we are faced Will 
a request to organize and perhaps administer a trainiiig 
program. That little formula contains five words @& 
ranged in three stages. Our English counselor shuddé@ 
whenever she hears them, but even she will subseriil 
to their utility. Those words are, Make-ready, Do ail 
Check-up. Of the three, we can say that the Do is yom 
modern streamline automobile, with its speed and pam 
formance; the Check-up is the knowledge, perhi 


Gor Your Comuenience 


Quickmail reply coupons to 
communicate with adver- 
tisers appear following 
page 10 of this issue. 


To answer the above ad use QUICKMAIL COUPON No. 34 
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CRYSTAL CLEAR WINDOWS 
- UNBREAKABLE , SEALED 
AGAINST DUST 


BIG, EASY-TO- 


BEAUTIFUL, SCULPTURED, 
% ) STREAMLINED DESIGN 
READ LETTERS 


SMOOTH, 


a LUSTROUS 
0. OF BAKELITE 
itional 
ne train. 
term, | 
and me 
as 3 COLORS 
and gad. * 
Nothing BLACK 
cluded ing | ~ COLOR 
similarly SET MONTH, WALNUT 
nt Speed DAY, OR IVORY 
DATE IN 
g in the A JIFFY . 
we hin all with contrasting 
how @ knobs and letters 
want to 
he thing SCIENTIFIC ¥ 
tive, the “TESTED ANGLE A: “” sages . 
e of th Fon penrect | A perfect “goodwill” gift — brand 
the true VISION new — looks worth more than twice 
ons. "i 
its cost—everlasting— intensely useful. 
ust what 
Whe Yeur PERPETUAL CALENDAR 
* original matches the perfection of AUTODEX (over a million sold) 
on was in 
_— write today to ZEPHYR AMERICAN CORPORATION 
ug of the To answer the above ad use QUICKMAIL COUPON No. 47 
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y 1s oe PLASTIC HANDLES. 
ven yeal Packed in transparent 
ile. Ant if t containers. 
harag 2B 
* j * © Twenty-nine differ- 
~ 3 : j ent styli, including 
of inte . H f ball points, loop 
My asst Bd 5 wheels and_ shading. 
id a litt ; d i 
ced Will : : © The soft neutral 
a y tones of Technygraph 
\ trae 4 Styli beige-mottled 
vords a lumarith handles are 
shuddem especially designed to 
subseriit avoid eye-fatigue. 
> ns - @ Knurling near tip 
o is yom gives index finger espe- 
and pee cially firm grip. 
r 
_peray @ Pleasing to the eye; 
easy to clean and keep 
clean. 
@ MADE IN U.S.A. 
Write today for our 
is to informative four-page 
; ‘ Bh | broadside; it shows 
ver- f . .. BS STYLt UPS ARE & Technygraph Styli in 
ing i =o ‘ oo a A. a aaa CADMIUM-PLATED i actual size in their 
; ‘ f SD beatiful Rainbow hues. 
NOESTING PIN. TICKET CO., INC. 
728 E. 136th Street, New York, N. Y. The Technygraph, TECHNY, ILLINOIS 
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A Type for Every Modern Filing Need 


TILT 


ADE of stainless spring steel, highly polished, Cook’s 

Signals will not discolor paper and will remain clean 
and bright under all conditions of dampness. Due to in- 
genious, patent-protected features, they are easy to attach, 
relocate or remove, yet always stay put. Being of very thin 
gauge, they add practically no bulk. The signals are supplied 
in 12 colors, all non-chipping enamels. Helpful cards of 
actual samples on request. 


Other COOK Items for Busy Offices 


“BURRO” PAPER CLIPS—Thin, spring steel, heavily nickeled fasteners 
for letters, enclosures, ete. 

“BURRO” INDEX TABS—Detachable tabs for cards and ledgers. 
“BULL DOG” CLIPS—Tough, spring steel clips for holding bunches 
of papers, samples, ete. 


Write for descriptive circulars, use QUICKMAIL COUPON No. 13 


THE H. C. COOK CO., 18 BEAVER ST., ANSONIA, CONN. 


Every Cook Product Unconditionally Guaranteed 


Beller. Because it 


LICKS ’EM ALL... 


(Letters Pat. No. 2,016,216—Design Pat. No. 93,734) 


“BETTER MOISTENER” 


CHECK THESE FEATURES 
V Moistens 1 or a dozen envelopes at a time. 
y Perfect for moistening large kraft envelopes. 
Vv 


Quickly moistens every shape, size and type of label. 
Unexcelled for counting currency or sorting papers. 
V No moving parts . self cleaning. 
Vv 3” or 6” (wide) adjustable brush— 

RETAILS No. 3—3” Porcelain $2.75. No. 3C—3” metal 
vitreous enamelled $3.25. No. 6—6” Solid Bronze $7.50. 
Send your order now for this patented 
“Better Moistener” that received U. S. 
Government awards for the past 8 years. 


E. W. PIKE & COMPANY 


Manufacturers 
© 


P.O. BOX 4 ELIZABETH, N. J. 


i ee a ee Dee See ee ea a ee a. 
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STAINLESS STEEL FILE SIGNALS | 
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months, perhaps vears hence, as to how that automobjh 
has actually performed; and the Make-ready is the e&. 
tensive and intensive planning that has gone into th 
automobile. 

Let me elaborate a bit. Another ritual, to be ¢op. 
sidered in five stages, has been found helpful in th 
planning of a training program. Every one of thes 
stages is obvious as it is mentioned and yet our expe 
rience has been that unless we purposely go into a 
investigation of these several stages, one or anothe 
essential point, obvious point if you like, is likely toh 
overlooked. 


The first is the establishment of an objective. Why, 
to what purpose, is the training program or course o 
unit being developed? Behind that purpose is some 
thing perhaps even more fundamental. It is the reeog. 
nition of a real need, of a problem to be solved. 

We have always had certain stock problems with y 
in office work, and will probably continue to have them 
One is the problem of the new employee. Another is 
the problem of the transferred employee who must k 
trained in the work of the new office. A third is the 
problem of the introduction of new procedures, or new 
equipment. A very important problem in this day of 
constant revision of procedures is the ever increasing 
and intensive search for quantity, quality, safety and 
economy in the office. Another is the problem of waste, 
and all of its various ramifications such as errors, safe- 
ty, saving of time, and cutting of corners in unorthodox 
fashion. 


Some Problems Are New Even Today 

There are some problems that are new to the present 
day. For example, we have the problem of the younger 
generation of office workers, in competition with the 
older generation. The younger generation is coming in 
with substantially more education than the older genera- 
tion. Consequently each generation needs to be given 
the kind of type of training that is necessary not only 
to more or less equalize their competition, but also # 
get the most effective work out of them. 

The first step, therefore, that we have found to hk 
useful in the development of a training program is the 
establishment of an objective based upon a real, tangi- 
ble, felt and recognized need or problem to be solved. 
Also, we find that there are four tests for an objective. 

One test is “understandability.” Can people under 
stand what the objective that is being considered means 
in its full significance? In all of its ramifications, and 
implications ? 

The next test is “desirability.” Is this objective really 
desirable? There are two elements to be considered. 
One is the element of management; obviously manage 
ment is not going to spend money in training people 
without anticipating a satisfactory return. The other 
is the element of employees. Employees have reactions 
to training. Each employee generally asks two @ 
three questions about a training program that is pre 
posed because it means work on his part, hard work. 
Will this training make the job easier to do? Willit 
give me any more money? Will it eliminate one @ 
more of my friends from the job?’ Employees are ask 
ing such questions, and they have to be answered satis 
factorily. 

The third test for an objective we find is attainability. 
It is very nice philosophy to say “hitch your wagon to4 
star,” but it is not very practical when it comes @ 
setting up an objective for a training program. Justt™ 
illustrate in a small seale, we have found that it ® 
easier to sell two courses of ten sessions each, running 


February, 1 


= ey! SS ees ar a oe ne oe aa” 9 ‘eae — 2 a er 
ae : 
Ae dd - 
ee as 
is Poe | 
is 
se. ee 
~_) 4 
| 
Fi es, 
; as 
2 id 
dy - ee ee 
Rie pee T: 
bie . "7 
ay is 
; ; - —— == 
= 
is ie) j 
RE 3 
hy a 
* ? 
‘ ; 1 2 2v 3 40 13 “4 1s 
‘ ¥ 
‘ = es 
j ‘ he 
: { 
= { 
a ado 
oe he 
#4 
vat : 
a. 
4s ee 
eae a 
Bee 
. 
ey PC 
wen 
| ae 
a 
PAS + : | 
me : E : 
ee ey i ; ‘a 
Baek vfs.” ee | ie eae | 
os a Bee 7, ares 
; ; “2 = i Es RS 
‘ae — ee 
be. a a Tari: . 2 con 
“ i i 4 wwe es ‘ 
Weer : oa a = me ‘ a | 
tie 3 ive i ig | 
‘S ; * a i % . 
’ St) “34 ol a > | 
- a BIR, a igar P ee | 
: “ pi . =p ee 
i: +€ ‘ aa . ae ie s “ie + ish 4 
" Sena 
ast *. 
we 4 
4 PP iyi Ae 
Cas , 
ae Ca =D PIKE ~— 
z a 
= gee ee 
fae ag 
ee Sees 
es ; 
ad Gx 
a Ce SC—s 
a 
bee t 
i. % 
fai , 
a en 
re " 
; Mi ’ est 
oe eS é ee, i : ef a Rh eal 
yi pop? Re : a a oe: i). eee a a eee a Mee ry S aS ae lS Se 
‘ Ae = Pas a | " cr. a OE ic. eS re Pre Sy —  . % a SD SR eae ee 


Moistens Envelopes. 
Stamps. Labels 


GENERAL UTILITY CASE 
No. 859 DISAPPEARING HANDLES. 


Cheice of Salesmen & Students 


Where utmost efficiency is demanded— 
where quick accessibility is required—and 
long service without distortion is desired— SUPER-O MODEL 


meen one choice—MASHEK QUALITY Scientifically brush-moistens gummed surfaces for 


tight, solid adhesion. No pressure needed. Simply 
The name MASHEK symbolizes the finest slide stamp, flap or label under guide. Faster, cleaner, 
to be had in CASES of Distinction for more sanitary. SUPER-O Model has 12-inch brush 
Executives—Salesmen—Students. width, takes all size envelopes, and all smaller labels. 
Nickel- plated, enameled. Low retail price. 

To answer this ad use QUICKMAIL COUPON No. 23 


Sole Distributor 


‘FRANK exer A. W. Kellogg Sales Co. 


CHICAGO Waltham, Mass. 


New York Office—Harol¢ Atwood, 280 Broadway A product of BETTER PACKAGES, Inc. 
“If it’s made with Leather, MASHEK makes it Better” ; Shelton, Conn. 


AMERICAN MAP COMPANY 


INCORPORATED 


MAP MAKERS PUBLISHERS 
16 EAST 42"° STREET, NEW YORK 
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ORIGINATORS AND SOLE MANUFACTURERS 
BLACK AND WHITE 


CLEARTYPE MAPS 
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Lancaster Washin 
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Sane 8 | segue “a a NATIONALLY ADVERTISED 


tC) © A ° 
Packwood E Ppaeent Wayland Winfield 
Batavia fairfield | Mt-Pleasant § M 0 K . = 
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email JEFFERSON! New Londone THE NAGEL CHASE MFG. 
MAPS OF EVERYWHERE aaa tease DISPLAYS 
FOR ALL PURPOSES 


Space 1136, American a Mart, Chicago 
STATES — UNITED STATES — WORLD — FOREIGN 15115 Merchandise Mart, Chicago 1405 N. Y. Furniture Techonsn, N. Y. 
SPECIALTY MAPS Room 904, S. Hill Street, Los Angeles 


COMPILED—ENGRAVED—PRINTED World’s Largest Smoker Manufacturers 


It’s easy to understand 
why Ash-Away outsells 
all other smoker lines. It’s 
because they are equipped 
with the patented Ash- 
Away dispenser, for one 
thing, the dispenser that 
eliminates the smoke nui- 
sance in home or office, 
and abolishes smoking 
litter. 
It’s because Ash-Away 
Smokers are designed with 
the sleek modern lines . 
that harmonize so well with Write for 
modern office furniture—be- 
—— B Pn a" a NEW 1941 
attractive they’re irresistible! 
Write for new catalog of ASH-AWAY CATALOG 
complete Ash-Away Line just 
off the press! 


Rose yill 
@ : 
(o) CUngversity 


Use QUICKMAIL COUPON No. 41 
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For Purchasing Agents, Controllers, Office Managers 
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A FINE CYLINDER 


Improved! 


Watch for the new 
monogram, the en- 
circled D E, if you 
want to be sure of 
the latest model, 
the most uniformly 
precision made 
cylinder for super- 
efficiency in dicta- 


NEW D E STANDARD CYLINDERS 
FOR DICTAPHONES AND EDIPHONES 


Satisfied users of the regular “Standard Cylinders” will 
be surprised that these already fine products of the world’s 
largest and oldest independent cylinder makers have been 
refined to a point where they are now scientifically more 
accurate and uniform than before. Installation of the latest 
modern, precision controlled equipment has made this 
possible. Write for samples of the new D E cylinder. 


Use QUICKMAIL 
COUPON »> Id 


RECORD COMPANY 


104 SOUTH FOURTH ST., BROOKLYN, N. Y. 


TEMPO FILM STENCILS 


As you know, there are stencils and sten- 
cils, but only one film stencil. There’s a 


ancl p, difference! And there’s no time like the 
“stg omy present to investigate. 
ori Ou fF : 
Fae TER ects, because the secret of cleaner, sharper, 
le aS blacker, more legible copies, is uniform cut- 
/ orit kL ting conditions such as only Tempo Film 
=~ ¢ “ offers. It prevents type-filling and keeps type 
~- = cous faces clean from start to finish. 
s\ 3 
Posy; % e 
3 _ thos FF -_+ because the film protects the stencil 
kh ort = against injury. No weakened fibers, The film 
. wy’ molds and holds every impression in place. 
ech pits Result: greater strength; harder wear; longer 
ne ra). wsic runs. 
A (ez, Bey & 
», ures Ae 
ore : 
Ss", » Baal . . . because the film cuts corners and saves 
“ everywhere. No type-filling, no type-clean- 
IWvENTORE i ing, no cut-outs mean savings of time, labor, 
wo a\5 materials. No extravagant wastes. Actually 
ott! y cuts your stencil budget. 
40! . Let us send full details. Or, try a 
- =) box. No obligation with our Trial 


Order Plan. Write or order today. 


MILO HARDING COMPANY 


435 West Pico Boulevard, Los Angeles, Cal. 
416 Commonwealth Annex, Pittsburgh, Penna. 


To answer the above ad use QUICKMAIL COUPON No. 43 


in sequence, than it is to sell a single course of 20 seg. 
sions, say extending for two hours a session, one segsigg 
a week, over a period of 20 weeks. It is easier to selfy 
week of intensive training than it is to sell two or thng 
weeks of training. In other words, people want to knoy 
that it will be possible to complete the training ang 
get some benefit out of it without heroic measures, 
The fourth test that we find useful is that of measyp 
ability. I think probably that the specific objectives of 
training programs more frequently lack that element of 
measurability than any other item. What do we meap 
by measurability? It is that an objective should he 
established and defined in such terms that when the 
program or course is completed we can determine 
whether or not it has been effective, whether or not 
we have reached or are reaching, or are going to reach 
the objective. Years ago it was frequently said to me 
that it is futile to spend time in evaluating training ae. 
tivities, the products are too intangible. It has been 
my experience that that intangibility has been the result 
of intangible objectives, but if an objective is phrased 
in terms like this—to cut down our errors from 10 
errors per 10,000 unit operation to 25, or to see what 
we can do to reduce the number of complaint letters, 
or to do what we can to increase the output, the number 
of units output per man hours of work—then we havea 
tangible, measurable objective. You each can think 
of a number of objectives tied up with practical training 
problems which can be phrased in objective measurable 
terms, and I submit that an objective that is established 
in such measurable terms is more likely to be reached 
than one that is established in highly generalized terms. 


Select Employees To Be Trained 


The next item that we have found to be useful in 
organizing a training course is the selection of the 
employees to be trained. You may say that this should 
be included in the objective. True, but we must also 
determine the employees’ educational and vocational 
background. In other words, in what language can we 
talk to these employees? How much can we assume 
that they already know. How much background will we 
have to give them. For example, it is rather futile to 
attempt to teach a girl anything about filing methods 
unless we can be pretty sure that she knows the alpha- 
bet. And please don’t laugh, there are altogether too 
many people in this day and age that don’t know the al- 
phabet. It is rather futile to try to train a girl to type 
letters unless she knows how to use a typewriter, unless 
she has the essential features of a typist. 


We have to use one approach when training girls to 
take applications, say, in a district office, if that girl has 
had considerable experience in a district office, and we 
have to use a different approach if we are going to train 
a girl who has never had any experience in a district 


Gor QUICK Communication 


Use the ready-made QUICK- 
MAIL Reply Coupons Follow- 
ing Page 18 of this issue. 


It takes only ] minute plus le to make an inquiry! 


February, 1941 
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31 Esterbrook RE-NEW-POINT styles 
to fill every business writing purpose 


No other fountain pen meets every writing need 

so completely. Esterbrook is a business pen 

made for business use. Complete Fountain 

Pens, black or colors, $1 and up. Re-New- 

Points, replaceable by the user, 25c and up. 
THE ESTERBROOK PEN COMPANY 


28 Cooper Street, Camden, N 
or The Brown Brothers, Limited, eo 


E bdebuash 


FOUNTAIN PENS 
WORLD’S GREATEST PEN MAKERS SINCE 1858 


Every Desk Worker 
needs the NEW time saving 
PRESTO Deluxe Desk a 


More Work per Worker 


Not one stapler for every office, but one Presto for every 
desk, that is now your time-saving opportunity for 1941. 
Offer your desk workers Presto’s time-saving features, 
and watch them speed up their work. No clips and pins 
to catch on other papers—no wasted time in looking for 
the office stapler when Prestos are handy on every desk. 
Presto staplers are streamlined and finished in wine- 
colored baked enamel. Black rubber base assures quiet 
operation and conceals 400 extra staples besides 100 
carried in operating chamber. Sells complete with 500 
staples for 50c. Presto staples bring you extra profits. 
Send QUICKMAIL COUPON No. 46 for sample. 


Metal Specialties Mfg. Co. 


3202 CARROLL AVE. CHICAGO, ILL. 


LITHOGRAP HERS 


1896 


DISPLAYS - LABELS - BROADSIDES 
BOX WRAPS - FOLDERS- POSTERS 


LETTERHEADS 


Combination Runs on 
Four Grades of Bond 


421 HUDSON STREET-NEW YORK, N. Y. 


To answer the above ad use QUICKMAIL COUPON No. 33 
February, 194) 
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AMERICA 
demands the best! 
BOSTON SELF 
‘ FEEDER NO. 4 


is the answer! 


m 
% 
% 
% 
% 
% 
3 


You know how America hates something “almost the best.”” America 
just won’t buy “‘almosts’—the best is the sure-fire seller. That’s why 
BOSTON’S Self Feeder No. 4 is one of the most called-for pencil 
sharpeners in America. See the smooth cutting action which always 
produces long, uniform, firm points. and BOSTON’S exclusive 15 
Cutting Edges. Speed Cutters give 25% more service, and today 
service means everything. BOSTON Self Feeder No. 4 prevents 
pencil waste and stops cutting when a perfect point is finished. 


C. HOWARD HUNT PEN CO. 
CAMDEN, N. J 


Built strong for hard 
usage and priced reason- 
ably to be installed nearly 
everywhere. 


BOSTON 


PENCIL SHARPENERS 
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DUPLICATING STENCILS 


LARGE PRODUCTION 
Means BED ROCK Prices 


A FIRST CLASS PRODUCT 
FULLY GUARANTEED 
Can also supply seconds very cheap. 


WRITE TODAY 
SARGENT MANUFACTURING CO. 


214 Mission Street San Francisco 


Save 20% to 60% on 


ADDRESSOGRAPH 


MACHINES 
EQUIPMENT 
SUPPLIES 
PARTS 


Also Elliott, multigraph, 
mimeograph, sealing, folding, 
mailing machines and supplies. 


ALL MERCHANDISE UNCONDITIONALLY GUARANTEED 
Write for our catalog and price list. 
MAILERS’ SERVICE & EQUIPMENT CO. 
565—6th AVENUE (Cor. 15th St.) NEW YORK CITY 


Cable—MAILSERV—NEW YORK 


From COAST to COAST 

office managers are saving 

money by getting our prices 
on rebuilt 


DICTAPHONE 
and EDIPHONE 


Write for prices—use Quickmail Coupon 

give better transcription—truer tone— 

more volume. Exclusive feature is 

STENTOR new type bore reinforced with special 

fabric which strengthens, eliminates 
CYLINDERS end chipping and 

wemegy Use QUICKMAIL 


Dictating Machine & Record Corp. uillgih! oo 4 2 | 
156 E. 42nd St. New York, N. Y. 


Relax for a week-end in the friendly DAILY—FROM 
atmosphere of this distinctive beach- - ROOM, BATH 
front hotel. Right on the Boardwalk, AND MEALS 
you'll bask in warm sunshine and brac- 


ing salt-sea air. You'll delight in our ROOM ONLY 
~ French cuisine and slumber rest- WITH BATH 
ully in outside, ocean-view rooms. RSON 
You'll find verandas and sundecks for he —_ sg 
lazing varied sports, entertainment, 

game room, magnificent Bar — every- e 

thing to make your stay comfortable SPECIAL 
and pleasurable. WEEKLY RATES 


office, who doesn’t kncw what a customer looks like 
from the company angle. In other words, the secong 
thing to be done, we have found, is to take a look gf 
the people who are going to be trained, find out what 
the background of each is, find out what their edueg. 
tional levels in training terms may be so that we may 
have a sensible starting point and build up on what they 
already have. 

The third factor that we look at is the matter of 
time, and there are two angles to that. In the first 
place, will the training take place on employees’ time 
or on company time? Now there are some types of 
training that can be done on employee time, and some 
on company time. Without going into any details, | 
might suggest that anyone who is contemplating or. 
ganizing a training activity and who has an idea that 
he would like to conduct it on employee time would be 
very wise to consult qualified counsel so as to be sure 
that he doesn’t mix up unfavorably with the Wages and 
Hours Act. The second angle is that of time of day, 
Frequently it has been said to me that we should have 
courses the first thing in the morning at 9 o’clock. 
Others will say “no” that is not particularly good, but 
have them just before lunch, or just after lunch, or 
just before quitting time. As a matter of fact, we have 
found that the actual time of day doesn’t mean anything, 
What is of importance is that the employees can come 
to the training course or meeting place without having 
any distractions because of their work and as far as pos- 
sible for any other reason. For example if a girl comes 
into the training room when she has a notebook full 
of important letters and has had instructions to get those 
letters out in a hurry, she is not going to be very happy 
in that training situation, she is not going to pay much 
attention. She may try to, but she is going to be wor- 
ried about those letters if she is at all conscientious, and 
most employees are very conscientious. I have found 
that supervisors quite frequently will prefer to meet on 
their own time after business hours because then they 
feel that they will not have any distracting calls, and 
they won’t feel that they ought to look into this, that, 
or the other thing. 


Technique of Instruction 


The fourth thing to look at, we have found, is the 
technique of instruction. Now, there are two basic 
techniques, the verbal and, for want of a better term, 
the pantomimic. We can verbalize by speaking, by 
writing on the blackboard, by drafting procedures, by 
preparing text, in a variety of ways. We can pantomime 
the instructions by demonstrating on a model or on 
operative equipment. In general, instruction is given 
with a combination of verbal and pantomimic methods, 
but when we speak of these two methods of instruction 
we are thinking primarily of the instructor, and the 
one thing that we should especially think about in set 
ting up the training program is the employee—the stu- 
dent—and how he or she is going to learn. This is 4 
point that is often disregarded. Teaching, and I bor 
row a leaf now from the educators, has been defined 
as directing the learning activities of others. We cam 
also use that as a definition of supervision, if we like. 
Teaching is directing the learning activities of other 
people, of employees if you like, and so this fourth 
phase of setting up the program should include careful 
attention as to what we are going to have the employee 
do in order to learn. The employee can “listen,” he cal 


OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers February, 19#l 
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You'll Get 
MORE 


OUT OF 


ACCOBIND 
FOLDERS 
One Complete Unit 


For Complete Filing Protection 


Acco Binder Folders bring you greater fil- 
ing service and convenience,—save more 
time — prevent misfiling and loss. They 
come as a complete unit with Acco Fastener, 
Transfer Slide and Index Sheet. Durable 
pressboard, 1” and 2” capacities, legal, let- 
ter and record sizes. 


Write us for sample of this folder. which repre- 
sents the last word in filing protection. 


Send QUICKMAIL COUPON No. 29. 


ACCO propucrs, te. 


39th Ave. and 24th St., Long Island City, N. Y. 


New! Styled for 
Store Counters 


The STAR-10 with Hi-Boy stand if desired 


Height 12” 


NEW LIMOUSINE TOP COVER 
and many other service features 


The New Star 10 Gum Tape Sealing Machine has quickly 
won acclaim as a real ten strike for style and service. 
Its attractive “salon” beauty, its speedy, sure-fire 
service features and its compact design has given it top 
rank in the art of neat, quick counter packaging. 

Let the New Star 10 speed up your production in 1941. 
It’s the time-saving leader for speedy packaging. Write 
for the Star 10 performance facts—ask about the com- 
plete Star line of nine models. Over 700,000 Stars are 
serving America today. 


Metal Specialties Mfg. Co. 


3202 CARROLL AVE. CHICAGO, ILL. 
For Further information send QUICKMAIL COUPON NO. 26. 


“AN ALL PURPOSE CASE” 


Here is a case that tells its own story at first glance. Quality, 
utility and handsome appearance combine to make it a sales 
leader. Disappearing handles streamline it for underarm carrying. 
It is roomy, has three full length and two half length pockets. 
Snap buttons on bottom pockets permits insertion of an A to Z 
file - + eee sales catalog or presentation type folio with 
ring binder. 


This is but one of the many business aid leather envelopes and 
sample cases in the Doppcraft line. For other models send for 
the new Dopp catalogue and keep it handy. Write your dealer, 
leather goods store or Office Equipment or direct to 


CHARLES DOPPELT & Co. 


FINE LEATHER GOODS 
Opposite Merchandise Mart 


412 N. Oricans Street, Chicago 


PHOT - 0 -TABS 


The 


way to mount fe: 


brand new 


photographs .. . 7 
faster . . . easier 


...neater. 60,000 


sold from coast 
to coast in first 


45 cays. 


AlsePRES-O-TABS 


... the modern method of attaching gummed 
reinforcements, with patented Speed Handle. 


Write for literature 


Reading Laboratories, Inc. 


410 Park Square Building 
Boston, Mass. 


To answer the above ad use QUICKMAIL COUPON No. 38 
February, 194) 
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WRITE FOR Ennat-NO oeraics 
THE DAWN MFG. CORP. 


16 CHAMPENEY TER., ROCHESTER, N. Y. gilt 
To answer the above ad use QUICKMAIL COUPON No. 48 


of these 


Because “Universal” (world’s largest 
rebuilt visible dealers) does an ex- 
traordinarily fine job of refinishing 
attractively and rebuilding thor- 
oughly for years and years of addi- 
tional service. For further informa- 
= send QUICKMAIL COUPON No. 


» VISIBLE RECORD EQUIPMENT 
and OFFICE MACHINES 


UNIVERSAL OFFICE 
EQUIPMENT CoO.., INC. 


“The House That Confidence Built” 
561 Broadway New York City 
Cable “Uniquip”—New York 


ae 
n 


Saving$ In Each Pocket j 
Guaranteed Rebuilts 


REBUILT, REFINISHED 
GUARANTEED 


Kardex, Acme, Post 
Index, Globe Wern- 
icke and other vis- 
—_ systems in cabi- 

nets, panels and 
book units. 

Calculetors 

Comptometers 

Addressographs 
a Multigraphs 


Mimeographs 


saved. 


Send for Latest Price List 


AMERICAN DICTATING 
MACHINE CO., Inc. 


235 Sth Ave., New York City 


New Low Prices CREATE SENSATION 
LOW — LOW — LOW — 


Business is on the move and so are prices. 
than the last. Item for item prices are definitely UP. 
prices are low! We have the machines and are selling them on the basis 
of our cost. Our only in- 
terest is to make a legiti- 
mate profit and to have our 
customers benefit also. Fill 
your requirements 
Prompt action means dollars 


Every quotation is higher 
. But our 


: = ALL STENCIL 


_ DUPLICATORS © 


/ 


WRITE FOR PRICES 


THE HEYER CORPORATION - CHICAGO 


“watch” ever so nicely, but unless he “does” he is not 
going to learn. Careful attention should be paid to thig 
point. 


For example, one of my associates is at the moment 
busy training certain girls in telephone technique. She 
has spent a great deal of time in collecting specimey 
calls from various offices—and I may say that depart. 
ment heads have cooperated enthusiastically in fur. 
nishing such calls—so that when these girls are assem. 
bled for the actual instruction, she can have someone 
in another office telephone each girl who is acting ag 
a secretary and give her real messages to convey to her 
presumed principal, and real messages for each girl to 
convey to the other chap, whom we shall call Mr. Smith, 
It is that one thing that is making that particular bit 
of training most effective. The girls are doing some- 
thing real and practical, they recognize that these calls 


are not just picked out of the air, but that they are real 
calls. 


Another illustration. If you want to train a girl ona 
calculating machine she can listen to the instructor 
talk about the machine, she can watch the demonstra- 
tor demonstrate. This part of the instruction is useful 
only as an introduction and a stimulation to her learn- 
ing, but the girl will learn to the extent that she is 
given practical problems to solve on the calculating 
machine, and then is allowed to solve those problems 
on the calculating machine. 


Assemble All Material For Course 


The fifth thing that we pay attention to is the mate- 
rial that should be assembled for the course. This may 
include text material, machinery, equipment, supplies, 
space, lighting, chairs, blackboard, and anything else 
that might aid in the conduct of the training course. 
We could discuss this matter at considerable length, 
but time won’t permit. But I suggest, however, that it 
is wise to decide in advance just what material will be 
needed and what the best sources for that material are, 
to arrange for a suitable supply or a suitable provision 
for it, and to see that it is at the training location at 
the time that it is wanted. 


Educational and Vocational Level 


I have tried to give you a picture of what I believe 
is behind intensive streamline training for the modern 
office, and so far as I can see, it is summed up in that 
one word of planning, or what we call “Make-ready,” 
which has to do with the establishment of the objectives, 
and the testing of those objectives by four criteria, 
understandability, desirability, attainability, and meas- 
urability; the recognition of present vocational and edu- 
cational level of the employees so that the instruction 
can start from where they are and not from any 4as- 
sumed level; the suitable provision of the time elements; 
the decision about the proper techniques of instruction 
that will be used, with particular emphasis on what the 
employees themselves will do; and finally the provision 
of the necessary material. 


If these things are taken care of we have found that 
the “Do” which is the automobile of our streamline 
training goes on very nicely. If the stage is set and 
actors are prepared, the play—the “Do’”—carries on, 
and then, when we check up on results we will find, 
instead of talking about the cost of training, we can 
be talking about the cost of “not training” and the 
profits of training. 
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FLORA COLORED PENCILS 
in red, blue, red-blue com- 
bination, green, yellow and 
white, with strong, economical 
standard leads. 


For drawing and _ sketching, 
drafting and map-coloring . . . 
also used for marking blue 
prints. Deep, true, permanent 
colors that do not run or 
smudge or fade. 


Write for samples and prices. 


BEACH PUBLISHING CO. 


HERE’S NEWS! 


Something new and different 


by 


the makers of a product 


that all stationers know. 


Send for a Sample. 


BEACH'S 


“Common Sense” 
Travelers’ Weekly 


EXPENSE SHEETS 
$2.00 a Hundred 


The same quality. 
The same convenience. 
The same ample space tor 
records. 


Detroit, Mich. 


IT COST ME MONEY TO FORGET! | 


THIS MAN MAY BE 


IN YOUR ORGANIZATION . 


If so, he should use Mem Index, 
the famous memo system on 
cards—used by successful busi- 
ness people for more than 30 
years. One appointment or sales 
call forgotten can easily cost 
more than 100 MemIndex Sys- 
tems. New low cost outfit for 
1940-41. Dated cards for balance Two 
of 1940 free with purchase of HANDY UNITS 


outfit for 1941. 


Write for Complete Information and — {mborary data plus 


Quantity Discounts. 


pe 
Wilson Memindex Co. 2™¢ =4 = 


Rochester, N. Y. both. 


17C St. Paul St. 


NEW YORK 


POCKET CASE for 


UNIT for 
rmanent records. 


» ( Grippis 


the purest 


paper cement 


a solution of highest quality raw materials, 
made under strict laboratory control; there- 
fore always uniform, always dependable. 
NON-INFLAMMABLE. Ask your supplier 
or write for sample Kit to Harriman-Welts Products Co., 
200 Summer St., Boston, Mass. 


the VICTOR 
TREASURE CHEST | 


protects your valuables 


This convenient one-hour 
certified, Fire protection unit 
appeals to business men, 
storekeepers, home owners— 
everyone who has papers, 
heirlooms or personal treas- 
ures to protect. 

Write for prices and discounts 


Send QUICKMAIL COUPON 
No. 25 for details and prices. 


tion with 
fasteners. 


fasteners. 


BERNARD MASTER “CUTTER” PUNCH 


A light efficient punch used in conjunc- 
flat double pointed paper 
It easily cuts 4%” slots in 
sheets of paper for the insertion of 
We also make a No. 172 
punch to cut 14” slots. 


Every office should have one of these 
most convenient tools that last for 
many years of service. All dealers 
have them. 


Use QUICKMAIL COUPON No. 10. 
THE WM. SCHOLLHORN CO. 
THE VICTOR S AFE & EQUIPMENT CO., INC. N. TONAWANDA No. 170—5”—14" Slot New Hoeven 


Connecticut 


The Daco 


and 
INKED RIBBONS 


WRITE Brand products fill the 
most exacting requirements. More 
clean, clear impressions assure 
economy and efficiency in every 
office. 


FOR quality, service and satisfac- 
tion buy WRITE. 
Send for free samples and prices. 


WRITE 


INCORPORATED 


420 Lexington Ave. 
New York, N. Y. 


Filing Systems 


Index Cards 
Record Cords 


_, Factory: 
Bridgeport, Conn. 9 FEDERAL COURT 


dex company 


Filing Folders 
Printed and Ruled Stock Forms 
Commercial Forms 
Guides G Indexes 
Bank and Insurance Forms 
Special and N. C. R. Forms 


Write for Illustrated Catalog and Prices 


THE DACO Case & INDEX CO. 


Card & 


Red Rope Envelopes 


BOSTON, MASS. 


OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 


a 


. dass a lt tt ae lic BS oe, 3 aa : ur 
e 
his r BS WN if a = a 
2 3 a | a ie 
aN DP . & a “= +>} es a 
7 ) inf oa “= | F | | _s 
z 4 Pier: | |=—— 7 
te ) qe fe = 4 ?. 
) as z BS == | as 
mi . 2 —— (4 ; 
: : ° bs 4 "Avi — = = : . | 
her : tr E et -y Be 4 IRA" Pag se a 
a ¥ “te wan SencilCo.lne Pe . 
ith, wg ¥ ae ae aes, lain fee Cr pee Bea, a x He hi ( 
alls 7 ha 
‘eal }. 7 m : 
= | 
~ © : 
aa Fe = a ‘2 ae 
OE ' 
tor _ —) 
Ta- aw Ny if 
ful 7 ses F ss | : is 
» j a \ — 
¢ 18 = 9 ; : 
ing aot ‘ a 
2ms perm: -. 
a Lf 
\fincrePale ms 
— —— &~) | 
- = Eo 
ws s é ] ‘ 
ate- eae = 
nay i 
ies, a es , : 
else ; 
rse. - eh . 
=I | oe ‘] #GERNGRD 
t it ote ; Sti m 4 ‘ TRACE MARE Bas. a, 
| be \ ee as | er 
re \et - _ Ve) =e 
sion \ —_— pl ns 
N \ 3 “ <a SN ; . , a 
Yee = — + ; 
eve A y i # 
ern . 4 fs fh % 
hat 
ly,” 
ves, = 
ria, ’ 
2as- : i 
oa CARBON PAPERS a : 
nts; | aise : © 
me ae <DACO S sg 
the wey ws = 
: owe) Wes | 
sion (Nae rp 1 
SSIs > | ‘es 
= eS Sat re = 
-hat YA <) XX 
line S wats q | ,: 
and NNO A 
CA in Ow). 7 2 
ind, - a 
ee) _ - 
can ii 
i. Pe se 
- ime ee . i 
. a ; ; Brit Qe: aa | ae a a Pees . 
ee eS a pie) oe ee 2 Bee eS ee es eo Coe? ae Beer a 


ey tea ee 


beh ee 


RIGHT: 


DRAWING PENCIL. An American-made drawing pencil has 
been introduced by A. W. Faber, Inc., Newark, N. J. Known as 
the Winner Techno-Tone, the penc:! is made in 17 tones of black, 
ranging from 6B to 9H. Advertisements will stress such qualities 


as grit-free smoothness, deep richness of color. 
on request. 


ABOVE: 


TELEPHONE INDEX. National Pad & Tablet Corp., 130 E. 
13th St., New York, has announced this Select telephone index. 
Finished in brown, with an imitation marbelized cover, it is wire 
bound, has a 1941 calendar, and an alphabetized list for recording 
the names and addresses as well as telephone numbers. Inside 


the top flap is a space for recording important 
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THESE ARE NEW: 


PROPORTIONAL SPACING TYPEWRITER. An all-electric, proportional 
spacing typewriter has been introduced by International Business Machines 
Corp., 590 Madison Ave., New York. The machine is provided with special 
12-point Roman Book type, or with a fine line type, similar to conventional 
typewriter type, for stencil writing or making multiple carbon copies. The 
proportional escapement automatically allows space for each character 
according to its width, varying from 2 to 5 units of 1 /32nd-inch each. Spaces 
between words can be made of any width from one unit up. Two space 
bars are provided, one moving the carriage two units and the other, three 
units. Depressing both simultaneously moves the carriage five units. Single. 
unit spacing is obtained by depressing the two-unit space bar simultaneously 
with the one-unit backspace key. The 12-point book type is slightly larger 
than conventional typewriter pica, but, owing to the proportional spacing, 
occupies 15 per cent less space. Approximately the same space is required 
for the 12-point book type as for ordinary typewriter elite. The type spacing 
may be expanded by pulling out a control button which automatically 
inserts one extra unit of space between characters. Expansion is used 
for word emphasis and for typing headings. All numerals on the proportional 
spacing machine have a standard spacing of three units so that they will line 
up vertically for tabular work. The keyboard is provided with an interlock 
system which prevents the colliding or piling of type. The machine accom- 
modates paper 11 inches wide, and imprints a type line 91% inches wide. 


XY Ies=<r a me 8 


Samples available ? 


BELOW: 

HOLDER FOR KUM-KLEEN LABELS. Self-adhesive Kum-Kleen 
labels may be had with a utility holder which permits the more 
rapid dispensing of the labels by factory and office workers who 
do continuous labeling. Where large quantities of material must 
be labeled by assembly line methods, the utility holder permits the 
operator to dispense labels with one hand, leaving the other hand 
free for another operation at the same time. The utility holder 
is made of heavy metal, attractively finished, and equipped with 
suction feet for standing firmly on desk or work table. From 
Avery Adhesive Co., 334 E. 4th St., Los Angeles. 


dates to remember. 
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FINEST FILE FOR PHOTOS 


Trussell KEEP PHOTO REC. 
-Print 


ORDS in perfect condi- 
tion in this new all-pur- 
pose album. Displays 
photos, files and protects 
films and extra prints, 
gives complete data. In 
sturdy, attractive MULT-O 
ring binder. 


Send QUICKMAIL COUPON No. 
39 for details and prices. 


5 TRUSSELL MANUFACTURING CO. 
60 PRINTS and 


60 NEGATIVES Dept. G Poughkeepsie, N. Y. 


JT THE CHICAGO LUGGAGE 
and LEATHER GOODS EXPOSITION 


New complete line of zipper 
cases, binders, portfolios, etc. 
exhibited at the Palmer House, 
February 10 to 14, Room 1044. 


ZIPPER RING-BINDER 


No. 417 (11 x 8% sheet)—No. 
419 (9% x 6 sheet)—No. 420 
(8% x 5% sheet). Boar grain 
split cowhide in black or 
brown. Leather lined. 


Write for Catalog 


ZIPPER © 3 SIDES 


murray WAR AT comeany 
cam COMPANY 


114-124 S. CLINTON STREET, CHICAGO 
NEW YORK SAN FRANCISCO 


SCHOOL & COLLEGE SPECIALTIES 


Well-made numbers that appeal 


® Drafting Kits ® Draiting Tables 
® Tracing Papers ® Straight Edges 
® Lettering Guides ® Sandpaper Pencil Pointers 
: 7 Shields ® Ink Eradicators 
ares ® Adhesives 
® Triangles ® Typewriter Cleaners 
© French Curves ® Typewriter Oil 


Send for Catalogue 


CARDINELL CORPORATION 


15 LABEL STREET MONTCLAIR, N. J. 


| HAVE YOU SEENIT? 


The Managerial File 

by NORTHWEST 
Fall-a-way top; desk high 
Elevating” upper drawer 
Bali bearing rollers 
Satin finish bronze hardware 
Lock; and rubber-wheeled casters 
Efficient — Dependable — Serviceable — 
Attractive 
ticed low; an excellent value! 


Write for full details, NOW!! 


TRY OUR 4 BALL-BEARING 
ROLLER TRANSFER FILES! 


Northwest Metal Products Co. 


E. Mason Ave., Dept. GF, Green Bay, 


aan 


February, 194) 
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ENGEL, the originator of Art 


Corners, now introduces the clever 


duo AN RANSPARO 


Axrt Corners 


Made of black, white gold, green, 
orange, blue paper—with Transparo 
over all! Will mount pictures, etc., 
with either DECORATIVE or IN- 
VISIBLE effect. Send for samples 10e 

and full particulars. a pack of 66 


ENGEL ART CORNERS MFG. CO. 


4709-19 N. Clark St., Chicago, Ill. 


°**SELECT”’ BRAND PRODUCTS 


CANARY LEGAL PADS 
Manufactured from an_ excellent 
quality Free Sheet stock 


WATERMARKED 
2 ; “SELECT WRITING” 
a 


lrmer pe INDEX CARDS 
e 
SCHOOL FILLERS 
TABLETS 
= COMPOSITION BOOKS 
WIRE BOUND BOOKS 
e 


REINFORCEMENTS 


NATIONAL PAD & TABLET CORP. 
130 East 13th Street New York City 


In Many Ways It Pays to 
Insist on the “Original” 


PUSH-PINS 
M 0 Rv PUSHLESS HANGERS 
THUMBTACKS MAPTACKS 


It pays, not only because these indispensable MOORE 

ucts are more satisfactory to use and cost less 
in the long run, but also because in the MOORE 
line you will find an exceptionally wide variety. 
PUSH-PINS with glass or aluminum heads. PUSH. 
LESS HANGERS in 4 sizes. THUMBTACKS of 
almost limitless variety. MAPTACKS of all sizes 
and colors. Illustrated and described in the MOORE 
Catalog, which will be sent to you upon request. 
Only 


hanger YOur Stationer Can Supply You 
“wise MOORE PUSH-PIN CO. 


113 BERKLEY STREET, PHILA., PA. 
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A 
Po a eer 47 
Ce eS ee ee 35 
American Automatic Electric 
ERE OE np ee ae 10 
American Dictating Machine 
RECO Se ee on ee 48 
American Map Co., Inc............. 43 
B 
CE eo eee 38 
Oy ee 8 
Beach Publishing Co................ 49 
Better Pactmges, Ine............00s00 43 
Pere © Pee GOs. 6.ss soc cvcence 6 
Cc 
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ee eee eer ere 40 
Columbia Ribbon & Carbon 
ere ere 3 
SE ol Ss ee 42 
D 
Daco Card & Index Co., The........ 49 
Oe eee ee 48 
Dictating Machine & Record Corp... 46 
as ee 8 oer eee 47 
E 
Engel Art Corners Mfg. Co......... 51 
Esterbrook Steel Pen Mfg. Co., The 45 
Ever Ready Calendar Mfg. Co....... 37 
Ever Ready Label Corp............. 2 


General Fireproofing Co., The. .4th Cover 


H 
Heat Welter Ca, Tit... .........65% 
pS Ee re re 
Harriman-Welts Products Co....... 


I DES 6 ny dines sivas cewenic 48 

NN oon wkintusa seine 40.40i6h 46 

Hunt, C. Howard, Pen Co........... 45 
I 

Industrial Tape Corp..........< 3rd Cover 
J 

GN GBs 5 vas cic cinwcae 16 
K 

Kellag, A. W., Sales Co.........5. 43 
L 

Lutz & Sheinkman, Inc............. 45 
M 

Mailers Service & Equipment Co... 46 

ee a en 43 

NO, 6. cca sass ¥0ss ex ees's 7 

ee. Set. GIN. osc on cdienasas 14 

CO ee ore 11 

Metal Specialties Mfg. Co....... 45, 47 

Moore Puasli-Pin Co..........200s 51 
N 

Nagel-Chase Mfg. Co............. 43 

National Pad & Tablet Corp......... 51 

Neva-Clog Products, Inc....... 2nd Cover 

Noesting Pin Ticket Co., Inc....... 41 


Northwest Metal Products Co..... 51 
1@) 
Old Town Ribbon & Carbon Co., Inc. 5 
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R 
Reading Laboratories, Inc.......... 47 
Nemmeton Rand, Inc... ....0000..<% 12 
eR eee eee 4 
Rockwell-Barnes Co................ v7 
a ee ere 4 
a ee, eee 
Security Steel Equipment Corp.. 13 
Shaw-Walker Co..............-0-. 9 
Sheeffer, W..A., Pen Co..........+ 3 
Speed Products LSE R) 
a eee 5 
Standard Record Co., Inc., The....., H 
Stationers Loose Leaf Co........... 16 
NN EE) Bs BO oc ocnccctacsven 10 
Sturgis Posture Chair Co........... 40 
Swe Pete Co. T6.... oc cdc ceccecs 49 
T 
Techepereghs;, The... sccscssccsaces 41 
STO WE, Cink cccccccsycccveus 51 
U 
Underwood Elliott Fisher Co....... 15 
Universal Office Equipment Co., Inc. 4 
Vv 
Varat,. Murray, Goic.ccecscccsve ooonnn 
Victor Safe & Equipment Co., 

WS. BisGs ch tasekees econ eusween 49 
Co Se ee are 39 
WwW 
Wholesale Typewriter Co........... 17 
Wilson Mem Index Co............. 49 
WY. DM as ivccvewisdesnscasacned 49 


TO ANSWER THIS AD 


se QUICKMAIL 


EVER READY 


COUPON no Kd 


52 


141-155 EAST 25th STREET 


OFFICE EQUIPMENT DIGEST 


For Purchasing Agents, Controllers, Office Managers 


SHIPPING LABELS 


cut down addressing- 
time 22%! They're quickly 
applied, easy to store. Let 
your typist try them. 


Write for test strip. 
No Cost, No Obligation! 


EVER READY’'S FREE 
CATALOG CONTAINS 
528 USEFUL LABEL IDEAS 
FOR YOUR BUSINESS. CET 
YOUR COPY TODAY. 


ABE Lecreoraron 


February, 1941 
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' Dcalets abled fot we 


a Dealers are wholeheartedly behind 
" this improved Cellophane Tape in 
_& the new type dispenser. It's Texcel 
NT-92 in the double duty dispenser 
. with 2 cutters which makes it the 
handiest transparent tape to use. 


: ® Texcel NT-92, the cellophane tape 
that seals instantly without moisten- 
ing, is in demand by industries, 
" 9 stores, offices, homes, libraries, art 

departments, drafting rooms, schools, 
2 etc. 


Purchasing Agents find that this 
= clear transparent tape is the easy, 
— convenient, economical way to seal 
packages, bulky envelopes; to mend 
torn checks, books and currency; to 
mount photos; to attach posters 


and signs to windows and bulletin ey 
boards. _ 


@® =srais ts THE new DISPLAY CAR. HANDY SIZES 
TON WHICH HOLDS 25¢ roll with double duty disp %4” x 300” 
THE SMALL HANDY 25c roll with double duty disp 12” x 360” 
15c¢ roll with double duty dispenser 42” x 180” 

ROLLS OF TEXCEL IN 10c roll without dispenser %4” x 100” 


THE DOUBLE DUTY Packed in attractive Counter Display Cartons. 
DISPENSERS. 


DISPENSERS FOR OFFICE 
Complete Range of  @ ND COMMERCIAL USE 


The Popular Sizes. No. 1—Commercial Dispenser for 2592” 
rolls. 


No. 2—Office Dispenser for 1296” and 
792” rolls. 


Order from your 
Office Equipment 
Dealer. 


Use Quickmail Coupon No. 16 for more information. 


CHICAGO, ILL. NEW BRUNSWICK. N. J. LOS ANGELES, CAL. 
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Through Comfort 
for the Worker? 


When office chairs 
are purchased specify 


DOG JOM 


oes ae 
o> 


Master 


Ly 
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ADJUSTABLE SEATING | 


@ Since you are charged with the impor- 


tant responsibility of providing seating 
equipment for every office worker, there 


Le thet tS 33 
No. 3257 
Comfort Master, Jr. 


is a further responsibility that such pro- 
vision be profitable to management. 


Only through working comfort can a 
chair be counted upon as an investment 
for business profit. The office worker can 
be most efficient only when the body is 
properly supported and normal faculties 
free of the disturbing factor of fatigue 


Rar Vista ceil due to uncomfortable seating. 


Machine Operators 


shat 


ME vis Se te 


When the worker is comfortably seated, 


okas 


management receives dividends in more 


WAFS 


and better work and office production is 
kept within the high standard of progress. 
pon No, 6 


€ Ouickmail Cou tor fturtbher 


wie ation 


Products by GF: METAL DESKS + ALUMINUM CHAIRS + FILING CABINETS 
SAFES. + STEEL SHELVING + STORAGE CABINETS © FILING SUPPLIES 
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